EXTENDED CARE

JOB DESCRIPTION

Position Title:	Administrator
Occupational Exposure:	Category III
Department:		Administration
Reports To:		Regional Supervisor

[bookmark: _GoBack]Position Summary:  The Administrator is responsible for planning and is accountable for all activities and departments of the Center subject to rules and regulations promulgated by government agencies to ensure proper health care services to customers.  The Administrator manages, directs and coordinates all activities of the Center to assure that the highest degree of quality care is consistently provided to the customers.

Responsibilities/Accountabilities:
1. Implements care objectives as determined and directed by the governing body in consultation with the Director of Nursing.
2. Interprets personnel practices within policy guidelines and recommends changes as necessary;
3. Meets with licensing authorities as required and accompanies them throughout any survey of the Center;
4. Ensures the credentialing process is completed for all licensed independent practitioners providing services to the Center;
5. Authorizes purchases of supplies and equipment within budgetary guidelines established by the governing body;
6. Insures the proper physical operations of the center;
7. Promotes favorable public relations and represents the center in community as required;
8. Develops and maintains positive relationships with customers, relatives, and employees;
9. Serves as consultant on admission and discharge of customers;
10. Concerns him/herself with the safety of all nursing center customers in order to minimize the potential of fire and accidents.  Also, ensures that the center adheres to the legal, safety, health, fire and sanitation codes by being familiar with his/her role in carrying out the center’s fire, safety and disaster plans and by being familiar with current SDS;
11. Oversees and guides department managers in the development and use of departmental policies and procedures;
12. Reviews and evaluates the work performance of assigned personnel as well as counsel/discipline assigned personnel according to established company personnel policy;
13. Conducts required committee meetings as indicated in the Administrative Manual;
14. Interviews and hires department heads and other staff positions within the center as necessary;
15. Confers with consultants to various departments concerning problem area and available solutions; follows through on reports from consultants;
16. Serves as the Grievance Official who is responsible for overseeing the grievance process, receiving and tracking grievances through to their conclusion; leading any necessary investigations by the facility; and maintaining the confidentiality of all information associated with grievances;
17. Provides the appropriate notices to the required agencies as well as residents and resident representatives in the event of closure of the facility or any part of the facility;
18. Monitors financial reports and information of the center and reports to the governing body; implements corrective action and budgetary constraints as required;
19. Oversees and assists in the preparation of annual budgets for each department;
20. Puts Customer Service first – Ensures that customers and families receive the highest quality of service in a caring and compassionate atmosphere which recognizes the individuals’ needs and rights;
21. Performs all other duties as requested.

Special Educational/Vocational Requirements:
1. Must be licensed according to State regulations and must attend continuing education as required.
2. Prefer 2-3 years of previous administration experience within the long term care industry.

Essential Job Functions:
(a) Physical Demands:
(Answer Yes or No)
Reaching									__________
Handling									__________
Fingering									__________
Feeling										__________
Talking or Hearing								__________
Seeing										__________ 

(Answer: 0-33% - Rarely, 34-66% - Occasionally, 67-100% - Frequently)
Standing									__________
Walking									__________
Sitting										__________

(Specify Amount of Weight in pounds)
Pulling										___________
Lifting										___________
Carrying									___________
Pushing									___________

(Answer Yes or No)
Climbing (stairs)								___________
Balancing									___________
Stooping									___________
Kneeling									___________
Crouching									___________
Crawling									___________
Twisting									___________

(b) Location of Job Activities: (answer in percent)
Outside									___________
Inside										___________

(c) Environmental Conditions:
(Answer Yes or No)
Extreme cold with or without temperature changes				__________
Extreme heat with or without temperature changes				__________
Wet or humid									__________
Noise and/or vibrations							__________
Hazards (chemical, mechanical, radiant energy)				__________
Explosives, burns, electrical or other						__________
Atmospheric conditions:
	Fumes, poor ventilation, mist, dust, odors, gas			__________
	Unprotected heights							__________
	Moving machinery							__________
	Operating, automotive equipment					__________
	Operating foot controls						__________
	Uneven ground							__________
	Protective clothing (gowns, masks, gloves as per policy)		__________

(d) Work Situations:
Measurable or verifiable criteria						__________
Dealing with people								__________
Repetitive and continuous							__________
Performing under stress							__________
Set limits, tolerance, or standards						__________
Problem solving								__________
Comparing									__________
Taking instructions								__________

Job Skills:
1. Excellent interpersonal skills and well-developed verbal and written communication skills.
2. Ability to react quickly and calmly in emergencies, and he/she must have working knowledge of government regulations impacting on nursing center.
3. General knowledge of accounting principles and practices and a comprehensive knowledge of employee practices and standards.
4. Thorough knowledge of Administrative Management techniques, supervisory practices, procedures, and principles.
5. On-call availability for center as needed.
6. Provide annual verification of a negative TB skin test is required for the position.
Performs Related Duties:
1. Interacts with customers, families, visitors, and center and ECC subsidiary personnel;
2. Carries out other tasks as requested in situations where hands-on intervention/participation may be required.




