Chief Operating Officer – Sample G (2015)

Primary Accountability
Responsible for all operations for the [CHC] organizations including financial performance.  Position oversees the following programs: medical and dental operations; social service programs; information technology; facilities and maintenance. When delegated, the COO acts on behalf of the Chief Executive Officer.
Primary Duties & Responsibilities
1.
Provide operational supervision 

a.
Provide regular and accurate evaluative reporting to the CEO on the state of the organization’s operations

b. 
Provide policy and procedure development and review ensuring compliance with local, state and federal regulations and laws
c.
Develop and implement structure and processes necessary to manage the organization’s current activities and its projected growth

d.
Develop and implement communication protocols to ensure adequate information flow within the organization

e.
Ensure compliance with local, state and federal regulations and laws governing business operations

f.
Oversee the design and implementation of hardware and software systems

g.
Grant writing, management and compliance reporting for social service programs and as necessary for other organization needs
h.
Oversee capital projects

2.
Develop and implement Strategic Plan and report outcomes to Chief Executive Officer

a.
Develop and implement short-term and long-term plans based on strategic plan goals and growth objectives

b.
Responsible for departmental scorecards as appropriate

c.
Continually strive to meet strategic goals

d.
Communicate strategic imperatives to staff

3.
Budgeting duties and responsibilities

a.
Develop and manage organizational budget

b.
Development and review of various grants

c.
Review and sign various organization contracts

d.
Effectively manage staffing to budgeted FTEs

4.
Leadership duties and responsibilities

a.
Mentor and develop the Leadership team

b.
Assure staff is aware of strategic imperatives, organization goals, mission, vision and current projects

c.
Active participant in community

d.
Communicate effectively with patients and all levels of the organization in a professional and timely manner


e.
Seek out educational opportunities, stay current with trends and implement appropriate changes within area of responsibility

5.
Human Resources duties and responsibilities

a.
Participate in the development of recruitment and retention strategies

b.
Effectively supervise employees

c.
Participate in interviewing and candidate selection process

d.
Develop and coordinate new employee orientation and on boarding program within the department

e. 
Create and track training program within the department

f.
Maintain documentation and follows corrective action process

g.
Complete performance appraisal process per established policies

6.
Quality Improvement duties and responsibilities

a.
Utilize the Plan, Do, Check, Act (PDCA) cycle

b.
Review, investigate and respond to complaints within the allowed time frame

c.
Review, investigate and respond to unusual events within the allowed time frame

General Development
1. Requires more advanced organizational skills, in order to organize projects or the work of others

2. Job duties require the ability to work independently and as part of a team
3. Job responsibilities require individual development of priorities for effective performance of duties, including re-prioritization in response to changes in circumstances

4. Employees are expected to devise effective solutions to situations encountered based on the general goals and objectives of the function

5. Work requires the incorporation of departmental/functional processes into the overall functioning of the organization

6. Duties require drawing conclusions using inference and logic, which may be different than the conclusions that could be drawn by others

7. This position requires the exercise of management authority over other employees including Directors of Women, Infant and Children program, Maternity Support Service, Lead Family Resource Coordinator, Facilities Supervisor, Medical Clinic Manager, Dental Office Manager, and IT Application Project Manager
Professional & Technical Knowledge
Possesses advanced level general skills, including written and verbal communications skills, computational and computer skills, and mathematical knowledge frequently acquired through completion of a Bachelor’s Degree program, preferably a Master’s Degree program.
Technical Skills

1. Ability to prepare more complex documents in Microsoft Word, including creating tables, charts, graphs and other elements

2. Ability to use Microsoft Excel to analyze data, including the use of formulas, functions, lookup tables and other standard spreadsheet elements

3. Ability to develop sophisticated presentations in Microsoft PowerPoint, including the use of embedded objects, transitions and other elements
4. Knowledge of the Outlook program at a level to train others

5. Ability to use messaging and locate chart information in EMR 

6. Knowledge of the Kronos program at a level to train others

7. Ability to access data in MIP 

Communication Skills
1. Job duties require the employee to effectively communicate their opinions and extrapolations of information they collect and synthesize/analyze

2. Employees are required to negotiate resolutions to complex situations which may be inherently adversarial
3. Employees must determine appropriate methods of communicating information through the use of tables, graphs, charts and other visual forms

4.
Duties require preparation and execution of presentations to large groups

Work Environment

Work is performed in an office environment 
Additional Job Requirements

Must have reliable transportation and provide documentation of auto insurance and valid driver’s license as required

