TITLE:
EXECUTIVE DIRECTOR

General:
The Executive Director is the operational officer of the company responsible for the planning, organizing, directing, and controlling of the long term and day-to-day activities of the company.

Responsible

To:

The Executive Director is responsible to the Governing Body, who appoints him/her and delegates the authority and responsibility to execute the day-to-day operations and patient care services offered by the company.

Qualifications

Physical:

1. In an average 8 hour day the employee lifts/carries up to 15 pounds frequently.

2. In an average 8 hour day the employee stands/walks 2 hours.

3. In an average 8 hour day the employee sits 4 hours. (These hours include up to 4 hours of data entry/phone work)

4. In an average 8 hour day the employee drives 2 hour.

5. The employee lifts/carries up to 85 lbs. maximum.

6. Must be clean & neat in personal appearance.

Education:


6. High school diploma required.

6. College degree in a clinical specialty or in business preferred.

Experience/Knowledge/Personality:

1. Minimum of 5 years experience inprogressive responsibilities in home health care management.

2. Knowledge of management practices and implementation thereof.

3. Able to direct and evaluate middle management personnel.

4. Able to communicate effectively with governing board, personnel, referral sources, business leaders, and customers.

5. Able to market the organization to referral sources.

6. Possess strong problem solving skills.

7. Able to participate in/with trade associations.

8. Able to conduct meeting as appropriate to job descriptions.

On Call:

8. This position is not required to be on call.

Responsibilities

and Duties:

1. Plans, organizes, and directs the responsibilities that are delegated by the Governing Body.

2. Works with the Governing Body to plan, develop, and implement all policies and procedures for personnel with annual review and evaluation as to appropiateness.

3. Enforces and oversees education of other staff members on the laws, codes, and regulations that pertain to the srvices and equipment provided by the company such as FDA, DOT, OSHA, etc.

4. Prepares reports on an annual basis documenting company operations.

5. Reviews prepared budgets and related financial reports.

6. Serves as marketing representative for the company; which shall include establighing, monitoring, and evaluating effectiveness of marketing and contractual arrangements.  To oversee marketing activity of other designated staff.

7. Serves as designated company representative for the purpose of signing contacts and appropriate legal documents.

8. Participates in community activities to further enhance the company posture in the community.

9. Participation in state and national associations/conventions to insure effective and efficient business operations in alignment with industry standards.

10. Reviews selection of personnel by controller to meet specific job descriptions within his/her responsibility area and assist with annual job evaluations.

11. Plans for regularly scheduled and specially scheduled staff meetings to allow for communication and sharing of information to facilitate consistency in the organization and a process to implement needed changes/modifcations in company policies and procedures.

12. Appoints the individual(s) to be in charge in his/her absence, delineating split responsibilites should they occur.

13. Assists in insuring that adequate planning occurs to meet the needs and appropriate response to the financial and personnel related matters of company operation.

14. Attends all corporate board meetings.
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