Chief Operations Officer – Sample C (2011)


JOB SUMMARY:  The Chief Operations Officer administers, directs and coordinates the operations of medical and dental clinics, First Steps, WIC, Outreach and related health center programs to ensure efficient and effective delivery and support of health care services.  Serves as member of Management Team to develop and implement organizational strategies in accordance with Board strategic goals.  Serves as member of Board Operations Committee.
SPECIFIC DUTIES / SKILLS (as related to the Mission Statement):

Access & Quality
1. Responsible for operational activities of the Medical, Dental, First Steps, WIC, and Outreach programs.
2. Manages key indicators to monitor and evaluate performance of programs to ensure efficient and effective service delivery and attainment of organizational operational goals.  

3. Responsible for ongoing compliance and accreditation activities, including Joint Commission accreditation activities, and compliance with HIPAA, WISHA, OSHA and other state and federal regulatory requirements.

4. Provides administrative oversight of the Safety Officer and Safety Committee activities.

5. Responsible for outreach activities, including coordinating activities for federal outreach grant.  Maintains relationships with external healthcare agencies to collaborate in outreach activities and other healthcare services.
6. Responsible for assisting program managers in planning and budgeting process for operating and capital budgets for [CHC] programs in accordance with organizational strategic plan.
7. Direct supervision of the Pharmacy Operations Coordinator, and the Medical, Dental, Customer Service, First Steps, WIC, and Outreach Managers, including performance evaluation, staff training, and development.
8. Acts as a resource for staff including sharing of expertise and information; provides assistance, mentoring, leadership, and training opportunities in conjunction with HR.
9. Maintains knowledge and networks in local and regional healthcare systems affecting clinic operations and shares these with staff.
10. Participates in [CHC]’s quality improvement programs and assures that all departments participate in quality improvement processes as appropriate. 
11. Facilitates the development and implementation of medical, dental, pharmacy, laboratory and environment of care policies and procedures. 
12. Facilitates development and implementation of emergency preparedness plans and activities.
13. Acts as staff liaison for Board Operations Committee; coordinates and provides operational information to Board as requested.

14. Coordinates physical space for all programs.

15. Coordinates, standardizes and maintains patient record systems in accordance with company policy.
16. Ensures patient satisfaction with operation of programs as measured by surveys, patient complaints or other identifiable methods. 

17. Ensures a clean and safe work environment according to clinic, state, federal and JCAHO standards and guidelines.
18. Other duties as assigned.

Advocacy
1. Identify and promote patient in-reach and outreach opportunities according to policy.
2. Treat all patients with dignity and respect.
3. Provide excellent customer service.
4. PHI (Protected Health Information) Compliance.
5. Conform to JCAHO and HIPAA regulations.
QUALIFICATIONS:  

· Bachelor’s degree in relevant field preferred.  
· Five (5) years experience in health care operations management, three (3) years executive level leadership preferred.
· Possess a high degree of proficiency with MS Office products including Word, Excel, Access, Power Point, and Outlook.
· Working knowledge of non-profit corporations, sliding fee, managed care and capitation health care systems.

· Effective organizational and decision-making proficiency.

· Demonstrated ability to lead and supervise staff.
· Excellent interpersonal and communication skills; ability to work with physicians, dentists, nurses, pharmacists, other professional/technical staff, administrative staff, and senior management within the organization.
· Ability to work under minimal supervision.
GENERAL DUTIES AND RESPONSIBILITIES:
· Free from alcohol and drug abuse.
· Honest and professional manner.
· Good personal hygiene.
· Valid State Driver’s license and proof of insurance.

