Administrator/DON Job Description

	Surgery Center XYZ 
Job Description: Administrator/Director of Nursing

	Title
	Administrator

	Main function


	Responsible for planning, organizing, and directing all activities of the facility according to its policies, procedures, philosophy, and objectives. Participates in financial and cost-containment decisions. Ensures that the facility meets all related local, state, federal, and accrediting-body rules and regulations. Serves as internal risk manager. Responsible for management of all aspects of the environment of care, personnel, materials/equipment, education of personnel, and administrative duties. Coordinates and directs patient care in the facility by overseeing adopted policies and procedures, state and federal regulations, and accepted accreditation standards.  Promotes a favorable image of the facility to physicians, patients, insurance companies, and the general public. May delegate duties as he or she deems necessary. 

	Duties and 
responsibilities


	A.
Philosophy

1) Supports the facility’s ideology, mission, goals, and objectives

2) Performs in accordance with the facility’s policies and procedures

3) Follows the facility’s standards for ethical business conduct

4) Conducts self as a positive role model and team member 

5) Recognizes patients’ rights and responsibilities and supports them in performance of job duties

6) Respects patients’ rights to privacy, dignity, and confidentiality

B.
General

1) Leads/Participates in facility committees, meetings, in-services, and activities

2) Recommends short- and long-term goals for the facility to the Governing Body 

3) Recommends action plan for attaining goals approved by the Governing Body
4) Maintains facility and equipment to ensure cleanliness, sterility, and operational ability at all times

5) Monitors the environment of care, including temperature, cleanliness, sterility, operational ability, ventilation, lighting, etc.

6) Evaluates need for new/different items relative to competitive trends and needs of the community and facility

7) Coordinates facility’s arrangements with contracted service providers (e.g., pathology, radiology, housekeeping)

8) Maintains liaisons with professional ASC associations and incorporates new concepts into appropriate facility procedures

C.
Communication

1) Communicates effectively and professionally with patients, visitors, physicians, and coworkers

2) Interacts with others in a positive, respectful, and considerate manner

3) Promotes effective communication among the facility’s clinical areas, business office, and physician practices 

D.
Financial practices

1) Promotes cost containment and efficient use of facility resources

2) Analyzes work area and makes recommendations for potential cost-effective improvements

3) Oversees business office functions to maintain efficiency

4) Monitors payroll and benefits programs for accuracy, timeliness, cost-effectiveness, and compliance with state and federal regulations

5) Develops and implements capital and operating budgets

6) Conducts cost analyses to promote cost-effective operations and reports findings to  Governing Body
7) Audits accounts receivable and accounts payable for timely collections and payments

8) Negotiates managed-care contracts and maintains positive communication with third-party payers

9) Coordinates purchasing of equipment/supplies to provide optimum patient care within budget allowances

E.
Compliance program

1) Contributes to the progress and development of the organization’s adopted compliance program

2) Performs according to established compliance policies and procedures

3) Acts as compliance officer in implementing and maintaining compliance program
F.
Performance-improvement program

1) Contributes to the progress and development of the organization's adopted performance-improvement program

2) Performs according to established performance-improvement policies and procedures

3) Serves on the performance-improvement committee

4) Ensures that performance-improvement meetings’ schedule and agenda meet accrediting-body/licensure guidelines and ensures timely notification to participants

5) Assists in the development and revisions of the performance-improvement program, policies, and procedures

6) Acts as the performance-improvement chairperson and promotes medical staff involvement in the program

7) Identifies needs of performance-improvement program and submits request to Governing Body for necessary resources

8) Evaluates suggestions, grievances, and processes objectively to identify ways to improve patient care and performance standards 

G.
Safety/risk-management/infection control program

1) Adheres to safety and infection control policies and procedures in performing job duties and responsibilities

2) Works as the safety officer to resolve observed or suspected safety violations, hazards, and policy and procedure noncompliance

3) Responds to emergency situations with competence and composure

4) Verifies that OSHA requirements are met, and that documentation is current

5) Implements and manages emergency preparedness plan

6) Ensures that fire/disaster drills are conducted according to state and accrediting-body guidelines and are documented in a timely manner

7) Ensure that all employees and personnel comply with infection control policies in conjunction with the Governing Body and Administration.

8) Secures ongoing education for continued updates on infection control.

9) Identify and reduce risks of acquiring and transmitting infections among patients, employees, physicians and other independent practitioners.

10) Ability to maintain a safe environment for patients and staff through surveillance. 

H.
Professional competence

1) Participates in continuing education and other learning experiences

2) Shares knowledge gained in continuing education with staff
3) Maintains membership in relevant professional organizations

4) Seeks new learning experiences by accepting challenging opportunities and responsibilities

5) Welcomes suggestions and recommendations 

I.
Personnel

1) Implements approved personnel policies according to applicable state and federal laws

2) Employs, counsels, and terminates non-physician staff as needed

3) Completes or oversees evaluation process for all employees

4) Oversees and contributes to the employees’ orientation and mandatory education program

5) Directs in-service education programs with regard to purpose, content, and need; ensures staff attendance

6) Maintains confidential personnel files according to state and federal guidelines

J.
Medical staff

1) Maintains open line of communication with medical director

2) Oversees medical staff/medical affiliate credentialing program

3) Maintains confidentiality of medical staff/medical affiliate credentialing files

K.
Regulatory

1) Remains current on all applicable state and federal laws, rules and regulations, and professional and accrediting-body standards

2) Submits required reports on a timely basis

3) Develops, interprets, and implements policies, procedures, regulations, programs, and recommended practices to meet requirements of regulatory and accrediting organizations

4) Reviews policies/procedures to ensure continued compliance with state, federal, and accrediting-body rules, regulations, and standards

L.
Marketing

1) Suggests marketing plan to Governing Body
2) Markets to managed-care entities

3) Markets to physicians and their staff

4) Maintains awareness of medical community and assesses new arrivals’ candidacy for medical staff membership

	Responsibility for assets
	1.
Responsible for all assets of facility, including equipment, inventory, accounts receivable, accounts payable, manuals, documentation, employee files, credentialing charts, and financial records

2.
Responsible for protecting assets by maintaining appropriate levels of insurance

3.
Responsible for protecting facility assets against loss

4.
Responsible for assuring that medical staff members provide adequate malpractice insurance
5.    Acts as Medical Records supervisor

	Qualifications
	1.
Cooperative work attitude toward co-employees, management, patients, visitors, and physicians

2.
Ability to promote favorable facility image with physicians, patients, insurance companies, and general public

3.
Ability to make decisions and solve problems

	Requirements
	Required
1.    Healthcare-management experience, RN with current ______ license
2.
Evidence of leadership abilities

3.
Strong ethical and moral character references

4.
Language skills adequate for high-level written, interpersonal, and telephone communication in American English

5.
Strong knowledge of computers, word processing, and spreadsheets

	Job quality

requirements
	1.
Accuracy

2.
Mental alertness for quality decision-making

3.
Attention to detail

4.
Timeliness

5.
Organization

6.
Leadership

7.
Physical stamina for extra working hours, if needed

	Dependability
	1.
Attendance

2.
Punctuality

3.
Ability to meet deadlines

	Physical/mental requirements
	1.
Ability to stand, walk, and sit for considerable lengths of time

2.
Visual and auditory acuity for frequent use of computer and telephone, and occasional use of other office equipment

3.
Visual and auditory acuity for timely responsiveness and patient-care assessment activities
4.
Ability to move quickly in response to patient, employee, visitor, or medical staff needs

5.
Ability to frequently make judgments and respond to problems

6.
Ability to occasionally make judgments about/respond to actual or practice-drill disasters and emergencies

	Working conditions

(environmental)
	1.
Well lit and ventilated, with non-hazardous equipment

2.
Category I: involves occupational exposure to blood and other potentially infectious body fluids and materials

	Reports to
	Governing Body/Medical Director 

	Supervises
	Direct
1.
Clinical staff
2.
Business office personnel


	Contacts
	1.
Patients

2.
Patients’ family/significant others

3.
Physicians and physician office personnel

4.
Facility personnel

6.
Vendors

7.
Medical Director

8.
Building and equipment maintenance

9.
Contracted service providers

10.
Professional ASC associations

12.
Insurance companies (including for facility, employee, and malpractice insurance, etc.)

13.
Professionals (i.e., accountant, attorney, benefit-plan coordinator, corporate-account administrators)

16.
Accrediting-body surveyors

17.
Licensure surveyors

18.
Medicare-certification surveyors

19.
Civil authorities, if applicable

20.
Media, if applicable

21.
Governing Body

	Formal lines

of promotion
	No formal lines of promotion

	Employee statement

I have read the Administrator/DON job description and understand the functions of the position at this facility.


Employee's signature
Date


	Surgery Center XYZ
Performance Evaluation: Administrator/Director of Nursing

	Rating system

	6 = Exceptional—actions had a significant positive impact on facility functions. Performance consistently exceeded expected outcomes.
	3 = Below average—actions had no negative impact on facility functions. Performance occasionally failed to meet expected outcomes.

	5 = Above average—actions had a positive impact on facility functions. Performance consistently met and occasionally exceeded expected outcomes.
	2 = Inferior—actions had a negative impact on facility functions.

Performance occasionally failed to meet expected outcomes.

	4 = Average—actions had no negative impact on facility functions. Performance met expected outcomes.
	1 = Deficient—actions had a significant negative impact on facility functions. Performance consistently failed to meet expected outcomes.

	Description
	Rating
	Comments

	A. Philosophy

	1) 
Supports the facility’s ideology, mission, goals, and objectives
	
	

	2)
Performs in accordance with the facility’s policies and procedures
	
	

	3)
Follows the facility’s standards for ethical business conduct
	
	

	4)
Conducts self as a positive role model and team member
	
	

	5)
Recognizes patients’ rights and responsibilities and supports them in performance of job duties
	
	

	6) 
Respects patients’ rights to privacy, dignity, and confidentiality
	
	

	B. General

	1)
Participates in facility committees, meetings, in-services, and activities
	
	

	2)
Recommends short- and long-term goals for the facility to the Governing Body
	
	

	3) 
Recommends action plan for attaining goals approved by the Governing Body
	
	

	4) 
Maintains facility and equipment to ensure cleanliness, sterility, and operational ability at all times
	
	

	5) 
Monitors the environment of care, including temperature, cleanliness, sterility, operational ability, ventilation, lighting, etc.
	
	

	6) 
Evaluates need for new/different items relative to competitive trends and needs of the community and facility
	
	

	7) 
Coordinates the facility’s arrangements with contracted service providers (e.g., pathology, radiology, housekeeping)
	
	

	8) 
Maintains liaisons with professional ASC associations and incorporates new concepts into appropriate facility procedures
	
	

	C. Communication

	1) 
Communicated effectively and professionally with patients, visitors, physicians, and coworkers
	
	

	2) 
Interacts with others in a positive, respectful, and considerate manner
	
	

	3) 
Promotes effective communication among the facility’s clinical areas, business office, and physician practices
	
	

	D. Financial practices

	1) 
Promotes cost-containment and efficient use of facility resources
	
	

	2) 
Analyzes work area and makes recommendations for potential cost-effective improvements
	
	

	3) 
Oversees business office functions to maintain efficiency
	
	

	4) 
Monitors payroll and benefits programs for accuracy, timeliness, cost-effectiveness, and compliance with state and federal regulations
	
	

	5) 
Develops and implements capital and operating budgets
	
	

	6) 
Conducts cost analyses to promote cost-effective operations and reports findings to Governing Body
	
	

	7) 
Audits accounts receivable and accounts payable for timely collections and payments
	
	

	8) 
Negotiates managed-care contracts and maintains positive communication with third-party payers
	
	

	9) 
Coordinates purchasing of equipment/supplies to provide optimum patient care within budget allowances
	
	

	E. Compliance program

	1) 
Contributes to the progress and development of the organization’s adopted compliance program
	
	

	2) 
Performs according to established compliance policies and procedures
	
	

	3) 
Coordinates with Governing Body in implementing and maintaining compliance program
	
	

	4)  Oversees security and confidentiality of medical records
	
	

	F. Performance-improvement program

	1) 
Contributes to the progress and development of the organization’s adopted performance-improvement program
	
	

	2) 
Performs according to established performance-improvement policies and procedures
	
	

	3) 
Serves on the performance-improvement committee
	
	

	4) 
Ensures that performance-improvement meetings’ schedule and agenda meet accrediting-body/licensure guidelines and ensures timely notification to participants
	
	

	5) 
Assists in the development and revisions of the performance-improvement program, policies, and procedures
	
	

	6) 
Coordinates activities with the performance-improvement chairperson to promote medical staff involvement in the program
	
	

	7) 
Promotes medical staff involvement in the performance-improvement program
	
	

	8) 
Identifies needs of performance-improvement program and submits requests to Governing Body for necessary resources
	
	

	9) 
Evaluates suggestions, grievances, and processes objectively to identify ways to improve patient care and performance standards
	
	

	G. Safety/risk-management program/Infection Control

	1) 
Adheres to safety and Infection Control policies and procedures in performing job duties and responsibilities
	
	

	2) 
Works as the safety officer to resolve observed or suspected safety violations, hazards, and policy/procedure noncompliance. 
	
	

	3) 
Serves as internal risk manager and oversees the safety and risk-management program, ensuring a safe environment for patients, medical staff, visitors, and facility employees
	
	

	4) 
Responds to emergency situations with competence and composure
	
	

	5) 
Verifies that OSHA requirements are met, and that documentation is current
	
	

	6) 
Implements and manages emergency preparedness plan
	
	

	7) 
Ensures that fire/disaster drills are conducted according to state and accrediting-body guidelines and are documented in a timely manner
	
	

	H. Professional competence

	1) 
Participates in continuing education and other learning experiences at all levels including Infection Control.
	
	

	2) 
Shares knowledge gained in continuing education with staff
	
	

	3) 
Maintains membership in relevant professional organizations
	
	

	4) 
Seeks new learning experiences by accepting challenging opportunities and responsibilities
	
	

	5) 
Welcomes suggestions and recommendations
	
	

	I. Personnel

	1) 
Implements approved personnel policies according to applicable state and federal laws
	
	

	2) 
Employs, counsels, and terminates non-physician staff as needed
	
	

	3) 
Completes or oversees evaluation process for all employees
	
	

	4) 
Oversees and contributes to employees’ orientation and mandatory education program
	
	

	5) 
Directs in-service education programs with regard to purpose, content, and need; ensures staff attendance 
	
	

	6) 
Maintains confidential personnel records according to state and federal guidelines
	
	

	J. Medical staff 

	1) 
Maintains open line of communication with medical director
	
	

	2) 
Oversees medical staff/medical affiliate credentialing program
	
	

	3) 
Maintains confidentiality of medical staff/medical affiliate credentialing files
	
	

	K. Regulatory

	1) 
Remains current on all applicable state and federal laws, rules/regulations, and professional/accrediting-body standards
	
	

	2) 
Submits required reports on a timely basis
	
	

	3) 
Develops, interprets, and implements policies, procedures, regulations, programs, and recommended practices to meet requirements of regulatory and accrediting organizations
	
	

	4) 
Reviews policies/procedures to ensure continued compliance with state, federal, and accrediting-body rules, regulations, and standards
	
	

	L. Marketing

	1) 
Suggests marketing plan to Governing Body
	
	

	2) 
Markets to managed-care entities
	
	

	3) 
Markets to physicians and their staff
	
	

	4) 
Maintains awareness of medical community and assesses new arrivals’ candidacy for medical staff membership
	
	

	

	Approved by (signature of Governing Body chairperson):
	SIGNATURE                                                                                                                                                    DATE

	Date implemented:
	

	Date revised:
	

	Employee statement

	I have reviewed the information in this performance evaluation; however, I may not necessarily agree with the information contained herein.


	COMMENTS:

	Employee signature:


	Date

	Evaluation performed by:


	Title

	Signature of evaluator:


	Date


4

