Rolette Community Care Center
Job Description

Administrator
POSITION:
Administrator
DEPARTMENT:
Administration

IMMEDIATE SUPERVISOR:
Board of Directors
POSITION SUMMARY:

Duties.  As Administrator, Employee will devote his/her full-time, energy and skill solely and exclusively to the performance of his/her duties hereunder and to the day to day operations of RCCC.  Duties of Administrator include, but are not limited to: supervision of staff and employee operations; fiscal management of RCCC’s operations; timely preparation of budgets and reports; advising board on financial decisions; implementing the board’s wishes and directives; internal oversight and timely implementation of state and federal regulatory requirements; reporting and responding to state and federal agency’s requests; achieving acceptable facility surveys; developing a public relations and marketing strategy that facilitates public awareness of facility, achieves a sustainable average daily census, and meets the performance expectations and approval of RCCC residents and their representatives.   Duties include any other duties as may be assigned by Board of Directors. The expectation is that Administrator will work a minimum of 40 hours a week with a regular schedule and work additional hours as needed to meet business needs and workload. 
MINIMUM QUALIFICATION STANDARDS:

Education:  A Bachelor’s degree is strongly preferred, preferably in healthcare administration, including course work in business and human resources.  
Certificate/Licenses:
Current, active license as Administrator in North Dakota.

Work Experience:
Preferably two years professional Administration in long-term care setting.  

Freedom from illegal use of drugs, and freedom from use and effects of use of drugs and alcohol in the workplace.

Persons who have been found guilty by a court of law of abusing, neglecting, or mistreating individuals in a health care related setting are ineligible for employment in this position.

PERFORMANCE REQUIREMENTS:

Performance. Employee agrees to exercise his/her best efforts at all times in diligently performing all duties and to act in a professional and respectable manner.  Employee agrees to exercise duties with the highest standards of profession and will at all times comply with any and all applicable regulations, rules or laws enacted or prescribed by any local, state or federal governmental authority, as well as any and all regulations and rules of RCCC. Employee also agrees to maintain his long-term care license in North Dakota.  Employee shall not undertake, either as an owner, director, shareholder, Administrator, CEO, President, employee, agent, or otherwise, the performance of services for compensation (actual or expected) for any other entity without the express written consent of Employer.

· Able to provide leadership to Staffing, Medical Director, Department Heads and Governing Body to formulate operational strategies and achieve facility objectives within planned budgets and schedules.  Provides direction to staff to execute tasks necessary to implement operational objectives.

· Working knowledge and ability to apply standards of professional practice in job situations.  Able to develop necessary policies and procedures that reflect current professional standards and facility philosophy of care.  Able to establish criteria to assure that services provided meet established standards of quality.

· Sufficient knowledge of state and federal regulations and principles.
· Demonstrates knowledge of and respect for the rights, dignity and individuality of each resident in all interactions.  Demonstrates competency in the protection and promotion of resident rights.  Able to act as role model for facility staff.

· Demonstrates satisfactory level of interpersonal skill to interact with facility administration, community and government agencies, and interdisciplinary staff.

· Current knowledge of state and federal laws and regulations that apply to practice in long-term care.

· Sufficient knowledge of personnel policies and ability to perform personnel functions including interviewing prospective staff members, conducting performance evaluations and carrying out disciplinary actions when appropriate.  Able to apply personnel policies to facts concerning job actions without regard to race, sex, age, national origin, religion or disability.

· Carries out all duties in accord with the facility mission and philosophy.

· Appreciates the importance of maintaining confidentiality of resident and facility information.

· Demonstrates honesty and integrity at all times in the care and use of resident and facility property.

· Knowledge of emergency and disaster procedures of facility.  Able to locate nearest exit, to understand and respond to written or oral instruction in case of emergency.

· Sufficient mobility and strength to move freely through the building, to assure resident safety at all times and to assist, transfer or otherwise move residents of facility out of danger in case of emergency.

· Able to arrive and to begin work on time and to respond to facility needs 24 hours a day, 7 days a week through on-call availability or delegation.

· Working knowledge and ability to comply with facility policies and procedures for workplace safety including infection control procedures, application of universal precautions for blood borne pathogens, use of personal protective equipment and handling of hazardous materials.

· Demonstrates ability to prioritize responsibilities and complete projects within allotted time.

· Able to carry out the essential functions of this job (with or without reasonable accommodation) without posing specific, current risk of substantial harm to health and safety of self and others. 

ESSENTIAL JOB FUNCTIONS:

NOTE:  The essential functions of this job may be revised or updated as facility needs dictate.

· Develops and maintains policies and procedures that reflect current standards of practice and facility.

· Philosophy of care consistent with state and federal laws and regulations.  Communicates and interprets policies and procedures to staff.  Monitors practice for effective implementation.

· Conducts quality assessment and assurance activities, including regulatory compliance rounds, in all departments to monitor performance and to continuously improve quality.  Develops programs to gather and analyze data for trends and to institute actions to resolve problems promptly.

· Evaluates effectiveness of actions.  Participates as member of Quality Assessment and Assurance Committee with the Medical Director and at least three other facility staff members.  

· Participates in the development of the department budget.  

· Ensures 24-hour availability as nursing administration resource by providing on-call and telephone access or designating an alternative, qualified staff member to do so.

· Maintains current skills and knowledge through continuing education.  Applies information to job responsibilities.

PHYSICAL, PSYCHOLOGICAL AND ERGONOMIC REQUIREMENTS:

Successful performance of essential functions can best be achieved through consistent application of current knowledge, use of good judgment, teamwork, common sense, ability to establish and carry out priorities, effective use of interpersonal skills and ongoing communication with residents, staff, families, interdisciplinary team members, and government officials, including state surveyors and ombudsman.  
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