



Multi-disciplinary Cancer Conference (MCC) Coordinator: 
Job Description Template
Position Summary:

Multidisciplinary Cancer Conferences (MCC; or tumour boards), are defined as a regularly scheduled meeting where representatives from surgery, medical oncology, radiation oncology, nursing, pathology, and diagnostic imaging discuss all appropriate diagnostic tests and suitable treatment options for an individual cancer patient (CCO 2006), and are a key component of high-quality cancer management.  The MCC Coordinator is a role that is essential to the MCC team, responsible for the administrative management and support and for the functioning of the individual meetings.   The MCC Coordinator maintains the responsibility of planning MCCs, communicating and interacting with physicians, and collecting quality data.

The role of a MCC Coordinator is essential to the functioning of MCCs. The success of this role requires the individual to demonstrate a strong desire and aptitude to engage diverse groups together and facilitate the process to provide a seamless, effective and useful MCC.   

<<INSERT who the coordinator will be reporting to, and if applicable the disease sites covered>>

KEY RESPONSIBILITIES:

Planning/ Organization
· Plan and organize Multidisciplinary Cancer Conferences (MCC) which includes: 

· booking meetings, setting up meeting rooms, and ensuring the availability/ functioning of all necessary equipment (e.g. laptop, videoconference equipment, projector)
· producing and circulating the list of patient cases to be discussed forwarded from individual physicians

· notifying core members, inviting guests, and posting in-hospital meeting notices 

· ensuring relevant, up-to-date patient information such as test results, imaging (including related electronic imaging), and other relevant information are available and entered in the computer prior to the MCC 

· documentation of non-patient related meeting minutes and tracking of actions

Technology

· Knowledge of Ontario Telehealth Network (OTN) systems required for MCC functioning (videoconferencing, Ncompass, etc), where appropriate
· coordinate equipment setup and use; liaise with telemedicine coordinator

· partner to ensure technology requirements for MCCs are met
· Knowledge of technology equipment to ensure seamless functioning of an MCC

· audiovisual equipment including videoconferencing and teleconferencing equipment, laptop/desktop and projector, as well as medical equipment (e.g. microscopes) 

· liaise with the onsite IT department 

· Familiarity with MS Office and (possible databases) for MCC data collection which may include attendance, number of patients discussed, etc. 
Communication/ Collaboration/ Relationship Building
· Liaise with a variety of roles including: 
· strong collaboration with MCC Disease Site Chair(s) 

· the MCC team members (clinical and administrative) within the hospital as well as other hospital representatives that may videoconference into MCC

· to promote availability of MCCs

· develop a list of patients to be discussed 

· Work with regional physicians (locally and regionally) to foster positive relationships and increased awareness of MCCs 
· Contribute to provincial and regional network of MCC Coordinators to enhance MCC implementation, share best practices, etc.

· Interact with external parties to facilitate with MCC implementation (e.g. OTN, sponsorship groups, individual physician groups, etc.)
· Partner with Royal College of Physicians and Surgeons of Canada for MCC accreditation
· complete and disseminate CME credit forms for MCC participants.
Data Collection/ Analysis/ Evaluation
· Track and monitor minimum data requirements (e.g.  how many cases were forwarded to the MCC, how many cases were discussed at the MCC, maintaining a list of attendees, etc.), which may include maintaining a database

· Develop MCC data reports as requested by e.g. MCC disease site chair, senior management, Cancer Care Ontario 
· Keep record of MCC (non-patient related) minutes and actions 
· Collaborate with MCC disease site chairs and team members to evaluate MCCs from the perspectives of: meeting learning objectives, knowledge transfer, quality, satisfaction, areas for improvement, etc.
Resource Development

· Facilitate/coordinate the development of MCC Terms of Reference with relevant team members

· Enhance existing and/or develop new templates for MCC organization and implementation

· Work with team members on initiatives for enhancing knowledge and  implementation of MCCs
· May be needed to provide training on the MCC coordinator role

Job Qualifications and Skills
· 2-5 years experience in a medical secretary office environment or other equivalent medical experience 
· 2 year Medical Secretary course or equivalent
· Demonstrate interpersonal skills and oral communication including the ability to prepare e-mail messages, data reports, facilitate communication between physicians and administrators; and the capacity to pleasantly interact with a large variety of individuals in person and by telephone

· Demonstrate energy, enthusiasm, and initiative and the ability to work independently or in a team environment

· Proficiency in Microsoft Office (word, excel, power point, outlook, access) required
· Knowledge of videoconferencing equipment 
· Strong organizational skills; ability to multi-task, prioritize and problem solve

· High level of accuracy needed, attention to detail 
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