Chief Operating Officer-Sample E (2012)


JOB SUMMARY

	Position is a senior level management position responsible for directing the efficient operation of [CHC]’s health care services and programs to meet productivity, customer service and quality standards.  Responsibilities include supervision of department and clinic managers, oversight for the development of high quality, cost effective and integrated clinical services and the systems to support this care.  Responsible for direct oversight of the effective operation of quality assessment and improvement programs, emergency preparedness program, and for operational policy and procedure development and implementation.  This position works collaboratively with other members of senior management to develop plans and budgets to meet agency goals and priorities. 


PRIMARY JOB DUTIES

1. Quality/Access to Care
a. Leads and coordinates operations of [CHC] to provide access to affordable, high quality services.
b. Manages operations of [CHC] medical and dental departments to meet productivity, customer service, and quality standards.

c. Collaborates with Behavioral Health Services operations to coordinate care services.

d. Provides strategic direction and oversight for the Outreach Program.

e. Coordinates development and implementation of [CHC] Quality Improvement Program, including specification of appropriate norms and/or standards for performance on various indicators.
f. Assures specific quality assurance monitoring procedures are in place and monitored.
g. Reports operational updates at the Board of Directors meeting and participates on Board sub-committees as directed by the Chief Executive Officer (CEO).

2. Planning and Contract Management
a. Actively participates in annual development of Bureau of Primary Healthcare grant and other grant and contract applications, including needs assessments, progress reporting, service descriptions, budget and objectives formulation, and evaluation activities.

b. Assists CEO in strategic planning activities.

i. Assists in planning 3-year strategic plan.

ii. Assists in setting and monitoring operational goals.
c. Oversees facility planning and maintenance for existing facilities.
i. Participates in strategic planning for facilities.

3. Personnel Management

a. Provides direct supervision to Clinical Services Director, Dental Operations Manager, WIC Supervisor, Outreach Supervisor, Facilities Manager, Operations Administrative Assistant, and other positions, as assigned.

b. Mentors and provides for staff development and training opportunities for subordinates to assure continued professional development.

4. Policy / Procedure Development and Implementation

a. Provides leadership and direction in development or modification of Medical/Dental operations policies and procedures, emergency preparedness plan, and compliance policies and activities.

b. Coordinates policy/procedure development with Senior Leadership Team and communicates all such policies and procedures to Management Team as well as to all appropriate staff.

c. Monitors compliance with and effectiveness of existing policies and procedures and implements corrective actions as needed.  Gives particular attention to implementing procedures designed to improve quality of performance as needed.

5. Represents agency at local, state and federal agencies, conferences and other meetings regarding matters of interest or effect to [CHC] at the request of the CEO.

6. Performs CEO duties in the absence of the CEO.

GENERAL DUTIES AND RESPONSIBILITIES

1. Performs other duties and tasks as assigned by supervisor.

2. Expected to meet attendance standards and work the hours necessary to perform the essential functions of the job.

3. Employees are expected to embrace, support and promote the core values of respect, integrity, trust, compassion and quality which align with the [CHC] mission statement through their actions and interactions with all patients, staff, and others.

4. Follows all safety policies and general housekeeping practices.  Ensures the area and its equipment and supplies are neat, clean, safe and utilized appropriately at all times, and participates in emergency drills.
5. Demonstrates positive attitude toward clients, co-workers, and outside agencies.

6. Supports interdisciplinary team in area by listening to concerns and suggestions and by providing follow-up and feedback in a timely manner.
7. Keeps customer service and the mission of the organization in mind when interacting with all clients, co-workers, and others.
8. Must be able to tolerate frequent work interruptions, organize work and reset priorities in order to complete work responsibilities in a timely manner.

9. Follows all established policies, guidelines, and procedures, including federal and state regulations to assure safe practices and quality patient care.  Includes following of Universal Precautions and Infection Control Standards and compliance with Joint Commission and HIPAA regulations.

JOB SPECIFICATIONS

1.   Education:  Bachelors degree in health related field.  Masters degree in health care related field preferred.
2.
Certification/Licensure:  N/A
3.
Experience:  Five years of supervisory experience in the health care field.  Supervisory experience in ambulatory care preferred. Senior management experience preferred.
4.
Essential Technical/Motor Skills: Knowledge of computer applications and equipment related to work. Basic keyboarding skills and must have strong experience with Microsoft Office software.  Exhibit strong customer service skills, strong process improvement background.   Ability to represent the organization in a professional manner in a variety of settings, meet people with ease and have excellent written and verbal skills is a must.  Bilingual English/Spanish preferred.
5.
Interpersonal Skills:  Excellent interpersonal and communication skills; ability to work with physicians, dentists, nurses, and other professional/technical staff and senior management within the system. Demonstrated skill in developing and maintaining productive work teams. Ability to demonstrate personal integrity in all interactions. Excellent organizational, interpersonal and networking skills with large groups as well as with individuals are essential. Ability to effectively present information and respond to questions from groups of managers, customers, and the general public.  Must have sensitivity to low income and ethnic minority community.  
6.
Essential Physical Requirements:  This job is performed mostly in a typical inside, office environment. While performing the duties of this job, the employee is regularly required to sit; use hands to finger, handle, or feel and talk or hear. The employee is occasionally required to stand; walk; reach with hands and arms; climb or balance and stoop, kneel, crouch, or crawl.  The employee must occasionally lift and/or move up to 15 pounds. Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth perception and ability to adjust focus.  Ability to read forms, computer screens, correspondence and other documents.  
7.
Essential Mental Abilities:  Thorough organization, management, and human relations skills with a style which reflects maturity, leadership, sensitivity, flexibility, and teamwork.  Demonstrated experience in working with culturally diverse populations; thorough understanding of the issues facing Community Health Centers derived through prior management experience; and knowledge of specific operating systems of Community Health Centers, such as patient flow and billing; achievements in developing new services and patient volume in similar organizations in coordination with the CEO.  Ability to make decisions in line with  state and federal regulations; ability to read, comprehend, and analyze documents, regulations, and policies; ability to prepare and submit complete and succinct documents necessary to the job.  Ability to assess and evaluate, have attention to detail.  Problem solving and analytical skills are required with a heavy emphasis on detailed analysis of information to support actions.  
8.
Essential Sensory Requirements:  Essential sensory requirements include the ability to: read computer keyboard, monitor, and  documents; prepare and analyze documents; read extensively; see, recognize, receive and convey detailed information orally, by telephone and in person; convey accurate and detailed  instructions by speaking to others  in person  and by telephone.

9.
Exposure to Hazards:  Worker is subject to inside environmental conditions on a frequent basis with moderate noise. Typical working conditions found in most administrative work areas.  Worker has contact with consumers and other staff and may be exposed to medical conditions presented by them.

