Chief Executive Officer – Sample C (2011)


Summary:  The CEO is the most senior level administrative position with responsibility for all financial and clinical operations of the health center. This responsibility includes the authority to oversee all aspects of health care delivery including planning, resource allocation, growth and development, regulatory compliance, quality assurance, efficiency and the implementation of strategic initiatives approved by the Board of Directors. This position sets the cultural tone of the organization and embraces the center’s mission.  The CEO is responsible for leadership and management of staff.  This is a full time position and is directly accountable to the Board of Directors. 
ESSENTIAL DUTIES AND RESPONSIBILITIES includes but is not limited to the following:  
1.
BOARD PARTICIPATION/RELATIONS

a. Promotes and exemplifies the Mission/Values/Vision of the [CHC]. 

b. Evaluates the effect of external forces and trends on the organization, recommends long-range plans that support the mission, philosophy and general objectives.

c. Participates with the board in the strategic planning of the organization in response to developing needs of the community.  

d. Informs the board of current trends, issues, problems, and activities in health care generally, in community health care needs, and in the organization to facilitate good decision and policymaking.  
e. Recommends positions concerning the organization, government, legislation, and other matters of policy.
f. Ensures that monthly board materials are prepared and provided to board in timely manner

g. Prepares written reports to the Board of Directors that include both fiscal and programmatic aspects of the [CHC]’s operation.  

h. Works with Board leaders to  identify potential board members
i. Oversees orientation for new Board members.

j.    Receives and delegates, as necessary and appropriate, all duties further prescribed by the Board of Directors.

2. ADMINISTRATION AND OPERATIONS
a. Conducts the [CHC]'s business in accordance with directives of the funding agency, grant award conditions and established policies and procedures.

b. Negotiates contracts and agreements within the policies established by the Board of Directors and shall execute such contracts and agreements with the concurrence of the Board of Directors and in conformance with the approved budget.  

c. Secures funding from various sources in order to ensure duration and longevity of the [CHC].  

d. Fosters a smoothly functioning, efficient organization through timely and effective resolution of disruptions.

e. Initiates, develops and maintains collaborative relationships with businesses, other non-profit agencies, and other health care providers to provide input and promote the health center’s mission and objectives.

f. Oversees the operations of the clinic including medical and non-medical functions

g. Oversees the development and maintenance of grant applications

h. Actively participates in State, Regional and National organizations that promote FQHCs

i. Represents the board to the community, in the state, and with national associations.  Speaks to community groups concerning health care delivery problems and new programs. 

j. Maintains liaison with local, State and Federal officials and shall establish and maintain working relationships with agencies and organizations involved in health-related matters in the local area.   

k. Supports the state and national associations, testifies before legislative and regulatory bodies, and solicits board and community support.

3. 
PERSONNEL

a. Supervises the employees in planning, implementing and evaluating program for the day-to-day operations of the Center subject to the policies and procedures of the health center and regulations of appropriate Federal, State and local agencies, and may delegate responsibilities as required.  

b. Ensures the attainment of the health center’s objectives through the selection, development, motivation, and evaluation of personnel.

c. Develops and nurture a relationship with key management staff.
d. Oversees transition of key management staff when positions are vacant.
e. Specifies personnel accountabilities and evaluates performance.

f. Provides mentorship for key personnel.
g. Establishes appropriate departmentalization and delegation and keeps current an organizational chart.

h. Ensures that appropriate salary structures are developed and maintained to retain professional qualified staff in both medical and non-medical specialties
i. Oversees legal disputes related to personnel matters.

4.       FISCAL PLANNING
a. Promotes health care services that are produced in a cost-effective manner while maintaining a high level of quality care and service.

b. Assures sound fiscal operations of the organization including timely, accurate and comprehensive development of an annual budget and its implementation.

c. Plans for capital equipment through budget and obtains approvals for capital purchases above specified threshold.  
d. Plans the use of physical resources and insures against damages.

e. Arranges contractual relationships with consultants, contractors, etc., on behalf of the board in planning and developing facilities, finances, personnel, and programs.

f. Alerts the Board at the earliest possible time activities and developments which will necessitate the modification of the objectives and/or the approved budget and shall prepare material indicating what these modifications will be for adoption by the Board.

g. Monitors grants for appropriateness 
5.      COMPLIANCE

a. Ensures compliance of regulations that govern community health centers and the rules of the health care industry by continually monitoring the organization’s service delivery and initiating changes when necessary.  
b. Participates in any litigation for the health center and informs the board of ongoing claims or the need to initiate litigation.  Approves final settlements with the board’s permission.  

c. Works with legislators, regulatory agencies, and representatives of the industry to ensure that legislation and regulatory policies promote the health of the community and do not place unmanageable burden upon the organization.  
SUPERVISORY RESPONSIBILITIES

Received:
Works under the supervision of the Board of Directors.

Exercised:
All staff at the [CHC] (may be delegated to department supervisors).

QUALIFICATIONS To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  The requirements listed below are representative of the knowledge, skill and/or ability required.  Reasonable accommodations are made to enable individuals with disabilities to perform the essential functions.

EDUCATION and/or EXPERIENCE
Graduate degree or significant comparable work experience in one of the following fields:  Administration, Public Health Service or Management.  Experience in the following:  Public Health or Health Services Administration, Personnel Supervision, Development and Implementation of a complex health care delivery program.  Experience with Community Health Centers is desirable but not required; experience with non-profit organizations is desirable but not required.
LANGUAGE SKILLS

Bilingual preferred but not required.

CORE COMPETENCIES
ABILITIY TO
· Embrace and demonstrate the mission of the organization

· Show compassion and empathy to a diverse group of people

· Take feedback positively

· Manage an organization that is in transition

· Balance competing demands from multiple stakeholders

· Work under pressure

· Manage multiple tasks and deadlines simultaneously

· Develop a team with existing key personnel

· Convey a professional and positive image and attitude regarding the health center.  

· Fill-in for senior level positions as vacancies occur
DEMONSTRATE AN INTERSEST IN
· Continuous growth and development of ones own skills 

· Working with medical staff, patients and subordinates.  
· Mentoring staff

· Developing relationships with key members of the community

· Developing a knowledge of the healthcare delivery system in the US

KNOWLEDGE AND ABILITIES

· Knowledge of principles of management, administration and supervision.  
· Knowledge of medical clinic operations.  
· Skilled in training and developing paraprofessional and professional staff. 
· Ability to analyze operations to revise them for more efficiency.  
· Strong management and health care background, 
· Experience in governmental grants management.

PHYSICAL DEMANDS/WORKING CONDITIONS 

· Position is located in XX. Extreme weather conditions apply.

· Position assumes full responsibility for operations.

· Handles detailed, complex concepts and problems, makes rapid decisions regarding administrative issues.

· Plans and implements programs on an organizational wide basis.

· Maintains a flexible work schedule to meet the various demands of executive management.  Hours may be long and irregular at times.

· Listens and communicates well.

WORK ENVIRONMENT The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job.  

All sites are nonsmoking.

Any description of work is a picture of the major responsibilities of a position at a given point in time.  Jobs are dynamic and assignments/priorities may change.  The primary purpose of this description is to outline and communicate key tasks and expectations for the position.  This description does not imply or create a contractual relationship.  We are an at-will employer.
EMPLOYMENT PRACTICES This center  is an Equal Opportunity institution and does not discriminate against any person in employment or in admission, treatment, or participation in its programs and benefits based on race, color, national origin, creed, and ability to speak English, disability, sex, age or marital status.  Persons alleging unequal treatment should contact the Human Resources Director.
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