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CONTINUING MEDICAL EDUCATION (CME) COORDINATOR

SAMPLE JOB DESCRIPTION

The CME Coordinator works in concert with the Director of Medical Education (DME) and CME Committee to assist in the planning, implementation and evaluation of CME activities in accordance with the organization’s CME mission.  While the responsibilities of a CME Coordinator may vary among organizations, their assigned duties as related to accredited CME may be guided by the standards outlined below.  
Position Responsibilities:

1. Provide administrative support to the DME and CME Committee.  Along with the DME and CME Committee, ensure that all CME activities are in compliance with the accreditation requirements and CME standards and regulations of the Massachusetts Medical Society (MMS), Accreditation Council for Continuing Medical Education (ACCME) and American Medical Association (AMA).
2. Coordinate all aspects of accreditation to include maintenance of a list of current CME Committee members, scheduling and recording of minutes of CME Committee meetings, processing of invoices and payments associated with CME activities, and timely submission of annual report information in the ACCME’s Program and Activity Reporting System (PARS).  

3. Assist the DME and CME Committee with the development of CME mission statement, identification of practice gaps and educational needs, writing of learning objectives, recruitment of faculty, management of commercial support, and evaluation and summarization of CME activities.  
4. With the DME and CME Committee, incorporate into the CME efforts new developments (i.e. new techniques, materials, and learning/teaching methodologies) in the fields of continuing education and professional development.

5. Arrange for audiovisual equipment and other logistics, and assemble and distribute all related CME materials to learners.  Maintain a file for each CME activity offered during the current accreditation term that includes required documentation necessary for accreditation.
6. Design and distribute promotional announcements for each activity to include program objectives and proper accreditation and credit designation statements.

7. Ensure that all CME activities meet compliance requirements for the ACCME Standards for Commercial SupportSM to include securing disclosure from all in a position to control content (i.e. faculty, planners, CME Committee members) and disseminating appropriate information to learners; obtaining and maintaining ,signed Letters of Agreement (LOAs)  related to educational grants from commercial supporters.  Work with the DME and CME Committee on the content validation process.
8. With DME, ensure CME compliance for all educational grants. 
9. Provide for on-site or virtual support for each activity including tracking attendance/participation, distribution and collection of evaluation feedback, acknowledgement of faculty and planning committee disclosure and of commercial support.  Summarize evaluations of CME activities and distribute to the DME and CME Committee for review.

10. Assist the DME and CME Committee in conducting an analysis of the overall CME program.
11. Work in concert with the DME and CME Committee to complete the self-study report, review and assemble CME activity files, establish a survey date, and attend the reaccreditation survey interview.
12. When applicable, collaborate with non-accredited providers to produce jointly provided activities that are compliant.  Ensure the Joint Providership Agreement form is completed and signed by both parties.  

13.  Attend the annual MMS Directors of Medical Education Conference, participate in MMS educational offerings related to accreditation, and other educational opportunities for ongoing professional development and knowledge of accreditation requirements.
Requirements:

College degree or equivalent with 3-5 years experience coordinating continuing medical education programs and services.  Knowledge of the accreditation requirements and CME standards and regulations of the Massachusetts Medical Society (MMS), Accreditation Council for Continuing Medical Education (ACCME), and American Medical Association (AMA).  Ability to effectively coordinate and assign priority to multiple projects.   Demonstrated capability to meet deadlines and complete assignments.  Strong interpersonal skills, excellent computer skills (Microsoft office), and data base experience are necessary.  Editing and proofreading skills are required.  Punctuality, attention to detail, and demonstrated awareness of team dynamics are important.
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