Chief Executive Officer – Sample B (2011)


Overview:
Chief Executive Officer and principal agent.  Leads and administers community health center programs, operations and staff.
Minimum Qualifications:
Education

Master’s Degree in Business Administration, Public Health, Health Care Administration, or related field.  
Experience 
Minimum 5 years experience in an upper management position, two of which in a health care facility.   
Demonstrated professional experience in policy-making, grant writing, fund-raising, and public relations.

Experience in working with medically underserved populations and cultural competency.

Essential Functions:

1. Oversees, leads and directs the professional conduct, practices and development of professional staff.

2. Leads, directs and coordinates with internal and external providers ensuring delivery of integrated comprehensive primary care services.

3. Establishes, monitors, evaluates and, as necessary, makes recommendations to revise the center’s continuous quality improvement activities.

4. Develops, monitors, evaluates, and, as necessary, coordinates revision of the center’s clinical procedures and systems to assure compliance with federal laws, regulations and standards of practice, including OSHA, CLIA, patient care, employee health and coding and billing. 

5. Remains current with standards of primary health care practice.

6. Leads, monitors, directs, and evaluates the center’s management team in evaluation and feasibility of expansions in health services; and execution of services.

7. Leads, monitors, evaluates, and revises the center’s legislative advocacy.

8. Leads, establishes, executes, monitors, evaluates, and revises the center’s corporate business and health delivery strategy.

9. Oversees, evaluates, and executes corporate fundraising (grant writing, donor development, etc.), marketing and community relations.

10. Leads, monitors and negotiates written collaborative and memorandum’s of agreement for center’s and patient services. 

11. Assures development of center’s policies and procedures and their adherence.

12. Utilizes specialized office equipment.

13. Other duties as assigned.

Knowledge, Skills and Abilities

Ability to lead, manage and coordinate professional staff
Technically proficient computer skills with Microsoft Office Suite (Word, Excel, PowerPoint, Outlook).   

Excellent oral and written communication skills.  

Ability to organize and prioritize tasks. 

Ability to work under pressure and meet deadlines. 

Strong analytical, attention to detail, and problem solving skills.

Ability to work independently and as a team member. 
Position is based in the city; however, position responsibilities may require travel both within and without the city. Use of personal vehicle is required for travel; therefore, a valid driver’s license, proof of auto insurance and registration is required.  Position may require working occasional evenings and weekends.
Supervision:
  This position has supervisory responsibilities
Immediate Supervisor:         President, Board of Directors
Physical Demands/Working Conditions:


General office/clinic conditions are pleasant; good, clean working conditions where accident and hazards are negligible; requires short periods of moderate lifting, pushing or pulling objects up to twenty pounds. Clear diction and acute hearing are necessary for effective communication with the staff and public.  
OSHA Classification Category III: tasks that do not involve exposure to blood, body fluids and tissues and the worker can decline to perform tasks which involve perceived risks without retribution.


