COMMUNITY HEALTH CENTER
JOB DESCRIPTION

For

EXECUTIVE DIRECTOR

General Description of Duties:

The Executive Director shall be the chief executive officer of the corporation. They shall have the general supervision over and shall be responsible to the Board for the administration and management of the affairs and business of the Corporation and shall, in addition, perform such other duties and exercise such as other responsibilities as may be provided by the bylaws, the Articles of the incorporation or instruction or resolution of the Board. The Executive Director shall have the authority to both employ and discharge personnel, consistent with Title VII of the Civil Rights Act of 1964, and consistent with the duly adopted Personnel Policies and Procedures of the Center. Adheres to the spirit of the mission statement while performing assigned duties.

Supervision Received:

Board of Directors

Supervision Exercised:

Direct supervision of Director of Accounting and Finance, Director of Administrative Services, Director of Client Services, Dental Services Director, Medical Services Director and Migrant Health Director and other component directors and supervisors as designated. General supervision of all program staff.

Specific Duties:

Implement program and organization policies and directives issued by the Board of Directors.

Has overall responsibility for efficient functioning and coordination of all operating units; for effective program planning, organization of units; control of activities and facilities to meet community health needs. Also, ensures liaison and cooperation with other community programs providing service to the community. Sees that directives and guidelines from the Public Health Service are appropriately complied with.

Participates in the promotion of community health; negotiates for improvement of health center facilities and equipment; coordinates activities of medical staff with other operating units; coordinates and integrates operational phase of the total health program.

Attends all regular and special meetings of the Board of Directors; keeps Board of Directors apprised of program needs; reviews and evaluates existing policies, procedures and work methods by means of periodic and special studies and directs implementation of improved methods and procedures to ensure achievement of program objectives.

Develops standards and methods for measurement and evaluation of health program activities. Interprets and transmits policies of health center to medical staff dental staff and other personnel and ensure compliance with policies.

Directs preparation of yearly budget for control of expenditures and assures financial viability of program. Prepares reports to granting agency and Board of Directors concerning the various phases and activities of the program.

Authorizes purchase of supplies and equipment; provides for maintenance and protection of buildings, equipment and fixtures to ensure continuous use and efficient operation.

Negotiates contracts and agreements for care and services from other agencies and performs other duties as assigned by the governing Board.

Qualifications for Appointment:

Knowledge, Skills, and Abilities:

The Executive Director must be able to provide leadership to the program. Knowledge of the principles and practices of health planning and management sufficient to manage, direct and coordinate the operation of a major health care organization. Knowledge of the purposes, organization and policies of the community's health system sufficient to interact with other health care providers. Knowledge of governmental and healthcare fiscal regulations, reporting requirements, reimbursement requirements, and how they affect trends in health care. Must be responsive to the needs of the consumer and must understand and practice sound management of the staff and the program; must have working knowledge of personnel and administration; must be able to apply principles of personnel administration to selection, placement and transfer of employees; must have considerable knowledge of governmental health programs and policies, and must be able to supervise, train and motivate employees.

Culturally competent with respect to low income and ethnic minority community a must.

Should be bilingual (Spanish/English) with a keen awareness of both cultural needs and differences.

Education/Experience:

A Master's degree in business administration or health related field with one year's experience in operating a sizable health program or a Bachelor's degree in business administration with more than two years' experience in operating a medical or health program.

Licensure/Certiflcation:

None needed

Blood borne risk level:

Low risk for blood borne pathogens.

Environmental Conditions:

Normal Medical and Dental office environment

Physical Requirements:

Requires sitting for long periods of time. Some bending and stretching requires eye-hand coordination and manual dexterity sufficient to operate keyboard, photocopier, telephone, calculator and other office equipment. Requires normal range of hearing and eyesight to record, prepare and communicate appropriate reports.  Working under stress required.

FLSA Code:

Exempt position

This job description is not intended to be an inclusive list of all duties, responsibilities, or qualifications associated with this position.

Revision date: 

