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JOB TITLE:
 Chief Operating Officer
DEPARTMENT: 
Administration

FLSA STATUS:
 FORMCHECKBOX 
 Exempt     FORMCHECKBOX 
 Non-Exempt


REPORT TO:
Chief Executive Officer
SUPERVISES: 
Clinical Managers, Pharmacy Services Manager, Outreach Worker
Position Summary
The Chief Operating Officer (COO) contributes to the successful achievement of the organization’s mission and strategic initiatives by providing leadership, oversight, evaluation and direction for the general administrative and operational services, facilities, and programs of the organization through planning, organizing, and directing the various functions. 
Duties and Responsibilities
1. Works collaboratively with the CFO on annual budget, volume projections, equipment planning, staffing, and cost control initiatives. 
2. Oversees all operational functions related to medical and dental service sites.
3. Works collaboratively with members of the [CHC] Leadership Group to assure achievement of annual business and strategic goals and objectives.
4. Works collaboratively to monitor and improve processes and outcomes of care. 

5. Works collaboratively with the Medical Director, Dental Director, Administrative Services Supervisor, and Human Resources Manager to assure achievement of annual recruitment and retention objectives for provider staffing.
6. Serves on the [CHC] Leadership Group and other formal and ad hoc committees and teams as appropriate. 
7. Administers and monitors standards, policies, and procedures for areas of responsibility. 
8. Provides leadership and supervision to the following positions: Clinical Manager, Pharmacy Services Manager, and Outreach Worker.
9. Leads meetings, committees, and work groups as needed.
10. Participates in [CHC]’s Continuous Quality Improvement program.
11. Serves as staff to the Board of Directors under the direction of the CEO.
12. Reviews, analyzes, and evaluates monthly financial and statistical information and productivity reports with clinic managers and makes the necessary adjustments as appropriate to comply with the annual business/budget plan.
13. Reviews the quality of patient services, including but not limited to patient satisfaction surveys, compliments and complaints, and participates with the QA Manager to make necessary adjustments and recommendations to sustain or improve levels of performance.
14. Works collaboratively with the Medical Director and Dental Director in monitoring the clinical performance of the EHR and EDR, and oversees updating the systems, and testing and implementation of new components; sets priorities for new EHR and EDR initiatives.
15. Oversees clinical facilities and equipment management, maintenance and service agreements. 
16. Develops proposals and recommendations for facilities projects and the purchase of capital equipment and supplies.

17. Participates with QA Manager to represent [CHC] regarding functions related to the organization’s involvement in local/regional emergency preparedness including education and training.
18. Plans and leads the Corporate Service Committee (CSC) meeting. 

Qualifications:

Education: Masters Degree in Business/Management, Healthcare Management or related field. Combination of equivalent education and experience may be substituted for degree.
Experience: Three years experience in management and oversight of health program operations in urgent care, primary care, and/or an outpatient facility. Direct experience in staff supervision required.
Knowledge/Skills/Abilities Required: Fluency in Microsoft Office programs; excellent interpersonal and customer service skills; excellent communication skills, verbal and written; strong analytical ability and attention to detail; ability to work independently and problem solve; keen organizational skills; and familiarity with healthcare systems.  Ability to exercise independent judgment and discretion; ability to present information to large groups 
Working Conditions and Physical Requirements:

1. Physical requirements for this position include: hearing, seeing, speaking, fingering, and repetitive motions.
2. This position requires sitting for long periods of time and walking and/or standing is only required occasionally.

3. This position requires the ability to work at a computer terminal for extended periods of time on a daily basis.

4. This position requires exerting up to 10 pounds of force and/or an insignificant amount in order to lift, carry, pull, or move objects.
5. This position requires the ability to travel with occasional overnight stays with own transportation.

