Carson City Network for Health
Position Description: Network Director

Summary of Position:  The Network Director is appointed by and reports to the Governing Body of the Carson City Network for Health.  The Network Director is responsible external affairs, overall management of the Network, grant project management, and implementing Governing Body policies.  The Network Director supervises all Network personnel, either personally or by delegation.

Duties:  The Network Director, under Governing Body direction, is responsible for:

· Financial and Funding Development:  Initiates expenditures for project activities; identifies funding sources; and obtains funding for projects and for the Network generally.

· Program Development:  Recommends programs in accordance with priorities established by the Network Governing Body; secures funding for programs; monitors programs progress and reports this to the Governing Body.

· Public Relations and External Affairs:  Acts as liaison between the Network and other organizations and the community; develops collaborative arrangements with other programs to improve Network effectiveness; advocates for effective public health services in Carson City.
· Grant Management:  Writes grant applications; manages grant project activities, assuring goals and objectives are met, tasks are completed as described in the application, and deadlines are met; prepares interim and final reports.
· Planning:  Develops operational plans to support Network strategic plans developed by the Governing Body.

· Operations Administration: Oversees day-to-day activities of the Network, including satisfactory performance of goals and objectives set forth in the Rural Health Network Development Grant.
· Human Resources:  Recruits and selects Network personnel; provides for Network personnel training; undertakes remedial actions to address substandard personnel performance, as necessary. 

Qualifications:  The Network Director should be committed to the Network mission and values.  The Network Director position requires a bachelor’s degree and five years experience in federal grant management and five years experience in public health, or an equivalent combination of experience and education.  The position requires excellent written and verbal communication skills.  An MPH, MPA, or MBA is preferred.
GALAXY HEALTH ALLIANCE

CHIEF EXECUTIVE OFFICER

GENERAL SUMMARY:
The Chief Executive Officer of Galaxy Health Alliance is responsible, ether directly or indirectly, for all aspects of the management of the Alliance. These include, but are not limited to; strategic planning, program research, development and coordination, financial planning, direction to operating committees as well as the day to day operations of the Alliance and all activities consistent with the philosophy, vision, mission, goals, objectives and strategic priorities of Galaxy Health Alliance.

PRINCIPLE DUTIES AND RESPONSIBILITIES:
1.
Responsible for the planning, organizing, staffing and management of the Alliance and the liaison with the Board of Directors and Executive Committee. 

2.
Facilitates the Board of Directors in establishing strategic objectives for the Alliance based on the identified needs of the Hospitals and Physicians affiliated with the Alliance.

3.
Provides entrepreneurial leadership in the research, identification, development and coordination of new projects or initiatives as approved by the Board of Directors.

4.
Explores, identifies and researches the development, coordination and implementation of programs and services and any other initiatives of Galaxy Health Alliance.

5.
Responsible for the development, monitoring and reporting of the budget and financial status to the Board of Directors.

6.
Serves as the Alliance’s primary liaison for strategic planning, marketing, public relations, operations, community and media relations.

7.
Develops, monitors and updates strategic and business plans for the Alliance and works with the membership in the development and evaluation of specific objectives.

8.
Researches, plans, develops and evaluates new initiatives and services in conjunction with the committees in the areas of cost reduction, quality improvement and revenue-generating activities and makes recommendations to the Board.

9.
Provide leadership, education and management for the development of managed care strategies.

10
Assists the Alliance in corporate identification and image enhancement.

11.
Responsible for membership development and servicing the current membership of the Alliance.

12.
Builds and maintains strategic business relationships with all major vendors and contractors as appropriate.

13.
Calculates market demand and market potential, identifies market competition and develops delivery strategies for the programs and services provided by Galaxy Health Alliance.

14.
Responsible for developing activities that will enhance Galaxy’s customer satisfaction with network activities.

15.
Responsible for scheduling and notification of all Board and Executive Committee meetings and recording of minutes.

16.
Form appropriate Board of Director authorized committees or task forces and support and coordinate this process as appropriate.

17.
Coordinate the functions of the Alliance through appropriate committee structure and the delegation of staff duties.

18.
Present regular reports to the Board of Directors to keep them informed of operations and program performance.

19.
Coordinates correspondence with all Alliance members; oversees preparation of reports for and attends meetings with the Board of Directors and Executive Committee regarding the activities of Galaxy Health Alliance.

20.
Coordinates activities with legal and accounting support.

21.
Maintains positive relationships with other Regional Alliances as well as other professional organizations.

KNOWLEDGE, SKILLS, AND ABILITIES REQUIRED:
1.
Dynamic leadership ability.

2.
Good numerical/analytical skills.

3.
Broad market perspective.

4.
Ability to communicate in a clear, concise and effective manner in both oral and written form.

5.
Innovative problem-solving ability.

6.
Goal/results orientation.

7.
Service orientation.

8.
Strong familiarity with health care competition, market environment, health care economics and provider/alternative delivery system structures.

9.
Sophisticated management skills combined with an entrepreneurial initiative and independent decision-making ability.

10. Significant involvement with the development and marketing of managed care products.

11.
Projects image consistent with objectives of the Alliance.

SYNERNET

Job Description

Job Title: 
President/CEO 

Department: 
Corporate Administration

Grade Level:
27


Reports To:
Board Chairman & Board Members from Owner Organizations


FLSA Status: 
Exempt


Prepared By: 
J. Laniewski


Prepared Date: 
May 6, 2002


Approved By: 
Chairman, Board of Directors

Approved Date: 


SUMMARY 

Leads and directs the organization toward its primary objectives of providing value and cost savings to its owners and customers, based on profit and return on capital, by performing the following duties personally or through subordinate managers.

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties may be assigned.

Establishes current and long-range goals, objectives, plans and policies, subject to approval by the Board of Directors.

Oversees the adequacy and soundness of the organization's financial structure.

Reviews operating results of the organization, compares them to established objectives, and takes steps to ensure that appropriate measures are taken to correct unsatisfactory results.

Plans and directs all investigations and negotiations pertaining to mergers, joint ventures, the acquisition of businesses, or the sale of major assets with approval of the Board of Directors.

Dispenses advice, guidance, direction, and authorization to carry out major plans, standards and procedures, consistent with established policies and Board approval.

Establishes and maintains an effective system of communications throughout the organization.

Represents the organization with major customers, shareholders, the financial community, and the public.

Receives, evaluates and answers customer inquiries and provides customer support in accordance with corporate standards of excellence.

SUPERVISORY RESPONSIBILITIES 

Manages three subordinate supervisors who supervise a total of 25 employees in the Clinical Engineering, Finance, Administrative and Insurance Services.  Is responsible for the overall direction, coordination, and evaluation of these units.  Also directly supervises one non-supervisory employee.  Carries out supervisory responsibilities in accordance with the organization's policies and applicable laws. Responsibilities include interviewing, hiring, and training employees; planning, assigning, and directing work; appraising performance; rewarding and disciplining employees; addressing complaints and resolving problems.

QUALIFICATIONS  

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

EDUCATION and/or EXPERIENCE 

Master's degree (M. A.) or equivalent; and ten years related experience and/or training; or equivalent combination of education and experience.

LANGUAGE / COMMUNICATION SKILLS 

Ability to read, analyze, and interpret common scientific and technical journals, financial reports, and legal documents.  Ability to respond to common inquiries or complaints from customers, regulatory agencies, or members of the business community.  Ability to write speeches and articles for publication that conform to prescribed style and format.  Ability to effectively present information to top management, public groups, and/or boards of directors.

MATHEMATICAL SKILLS 

Ability to apply advanced mathematical concepts such as exponents, logarithms, quadratic equations, and permutations.  Ability to apply mathematical operations to such tasks as frequency distribution, determination of test reliability and validity, analysis of variance, correlation techniques, sampling theory, and factor analysis.

REASONING ABILITY 

Ability to apply principles of logical or scientific thinking to a wide range of intellectual and practical problems.  Ability to deal with nonverbal symbolism (formulas, scientific equations, graphs, musical notes, etc.,) in its most difficult phases.  Ability to deal with a variety of abstract and concrete variables.

CERTIFICATES, LICENSES, REGISTRATIONS 

None

PHYSICAL DEMANDS  

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

WORK ENVIRONMENT  

The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

THE OHIO STATE UNIVERSITY MEDICAL  CENTER

POSITION DESCRIPTION

JOB TITLE: Director
Working Title:  Executive Director – Ohio State Health Network
Date: 11/12/2003

	SALARY RANGE:
	
	TITLE  CODE:
	

	SHIFT:
	Monday – Friday 8:00 AM to 5:00 PM
	STATUS: (Exempt/Non-Exempt)
	

	DEPARTMENT:
	Network Services/Ohio State Health Network
	% FTE:
	100%

	COST CENTER:
	6000/9949
	OSUMC Human Resource Approval:

	CATEGORY: 
	SA&P    
	A&P   XX
	P&T    
	CCS   
	

	
	OTHER:    
	Signature                
Date


SIGNATURES:

	
	
	ID#:
	

	Employee Signature:  
	
	Date:
	

	Supervisor/Title:  
	

	Supervisor Signature:  
	
	Date:
	

	Director/Title:
	


Scope of Position /Position Summary: 

The Director is responsible for all aspects of the management of the Ohio State Health Network.  This includes, but is not limited to; strategic planning, program development and implementation, financial planning.  The Director guides the organization toward its primary objectives of providing value and cost savings.

Duties and Responsibilities  (Job Functions):
he PACE Criteria and Job Description Categories of Teamwork/Team Leadership, Customer Focus, Staff Development/Job Knowledge and Resource Management should be interwoven throughout the employee’s position description.  Throughout each employee position description, competency, as it identifies the role and responsibilities of an employee, should be identified to assess, maintain, and improve competency.

Organization

· Establishes current and long-range goals for the organization subject to approval by the Board of Directors.

· Facilitates the Board of Directors in establishing strategic objectives for OSHN based on identified needs of members.

· Develops, monitors, and updates strategic plans for OSHN and works to evaluate specific program objectives.

· Schedule and notify Board of meetings and recording of minutes.

· Develop and present regular reports to the Board to keep them informed of operation and program performance. 

· Manage day–to-day operations: supervising employees, controlling annual budget, maintaining videoconference equipment, extranet connections, coordinating technology repairs, invoicing and general accounting.

· Researches, collects data, and makes recommendations about opportunities for new programs and new services.

· Oversee all OSHN programs which include:  Learning Network (10 professional roundtables that meet bi-monthly or quarterly), Peer Review, community health screening, patient advocate, grand rounds broadcast, videoconference and intranet network, development of Wisdom reports on medical surgical supplies, group purchasing, and all other negotiated contracts.

· Researches, plans, develops and evaluates new initiatives and services in conjunction with the committees in the areas of cost reduction, quality improvement, and community health.

· Coordinates the functions of OSHN through appropriate committee structure and the delegation of staff duties.

· Coordinates activities with legal and accounting support.

· Develops and implements new programs as directed by OSHN Board of Trustees.

Public Relations/Marketing

· Develops marketing materials for member recruitment, physician group purchasing, and all other OSHN programs.

· Responsible for membership development and servicing of current membership.

· Responds to customer inquiries and provides customer support in accordance with corporate standards of excellence.

· Build and maintain relationships with strategic business partners.

· Market group purchasing program to physician practices.

· Obtain pricing information on group purchasing contracts for potential members.

· Develop and write annual Value Report that identifies the tangible (measured with financial indicators) and intangible return on investment.

· Enroll physicians in peer review database, and update database annually.

· Write quarterly newsletter.

· Develop and maintain OSHN web site.

Financial Management

· Develops OSHN annual budget and membership dues schedule

· Manages the financial affairs of OSHN, including operating budget, monthly invoices, collection of quarterly contributions, and investment of reserves.

· Works with an outside accountant to develop monthly financial statements: balance sheet and statement of operations

· Works with accountant to file tax returns for both OSHN and OSHNR

· Negotiates and tracks equipment and maintenance contracts for videoconferencing, health screening equipment, and other technology. 

Organizational Expectations  

Practices within the Hospital and Department Standards of Practice(policies/Procedures/Protocols) ;including the dress code and attendance policies.  Adheres to the Intensive Caring Value statements as demonstrated through positive patient/guest relations, positive and effective interaction with staff, and formulating and meeting develo0pment goals.  Practices within the parameters of respective licensures, certifications, and/or credentials.

Minimum Qualifications 

Degree in healthcare administration, business administration, or other health related field.  Graduate degree preferred.  Strong analytical , problem solving and negotiation skills.  Excellent organizational, planning and prioritization skills.  Ability to work independently.  Computer proficiency in word, excel, access, PageMaker, internet.  Excellent written and oral communication skills.  

Ongoing – Meet mandatory education and health surveillance requirements.  Demonstrates competence in technical, interpersonal, and cognitive skills required to meet essential job functions.  As applicable to Advance Practice Nurses, maintain collaborative care agreement and Certificate of Authority.

Patient Population Served:  Knowledge of growth and development and an understanding of the range of treatments necessary to meet the age specific needs of the patient population served:
(Check those that apply): 

	Not Applicable: Non-patient care title
	XX
	Adolescents (14 - 17 years)
	

	Neonates (0 - 6 months)
	
	Adults (18  - 64 years)
	

	Children (7 months - 13 years)
	
	Geriatrics (65 + years)
	


Job Relationships
Supervisory Responsibility:   Administrative Assistant, Patient Advocate

Contacts:  The Ohio State University Medical Center Administrators, physicians and staff (including University Hospitals, The James, OSU East, Harding Campus, College of Medicine, Dentistry, Pharmacy, and Allied Medical Professionals, Health Sciences Library), Deans and Professors of Allied Medicine and School of Nursing., Ohio State Health Network hospital CEOs, physicians and staff.  Administrators and staff of Ohio Hospital Association, Ohio Department of Health, Rural Health Partnership.  Other regional network administrators.

Responsible to:  Board of Trustees of Ohio State Health Network

Physical/Visual/Mental Requirements
Able to communicate clearly with patients, visitors, the health care team, third party payers, and the public.

Able to use sensory and cognitive functions when performing health assessments, treatment, and follow-up evaluation.

Able to use fine motor skills.  

Able to record activities and complete forms.

Able to collect, analyze and report proves and outcome data.

Able to understand and translate to other the patient plan of care.

Able to navigate the Medical Center complex to make patient rounds and facilitate the patient care process.

Work Environment  

The work environment involves risks and discomforts that are typical of an acute care setting to include working with patients under isolation and universal precautions.  It requires safety precautions, ongoing education and health risk monitoring.  Contact with specimens, chemicals, sharps, radiation, technical equipment and fumes are possible.  Employees are required to wear personal protective attire according to hospital policies and OSHA guidelines.  The work activity and patient acuity levels can create a stressful atmosphere.  Travel throughout Ohio is required periodically.

Note:   The above statements are intended to describe the essential functions and related requirements of persons assigned to this job.  They are not intended as an exhaustive list of all job duties, responsibilities, and 

requirements.

Grand County Rural Health Network, Inc.

Job Description

JOB TITLE:

Executive Director (ED)

REPORTS TO:  
Board of Directors/Executive Committee

DATE:


August 2004

SUMMARY:  Directs, facilitates and coordinates the administration of the Grand County Rural Health Network (the Network) in accordance with the policies of the Network and Board of Directors (BOD) by performing the following duties either personally or through colleagues.  Acts as a liaison to all health care providers to provide an integrated health care delivery system for Grand County.

ESSENTIAL DUTIES AND RESPONSIBILITES:  

· Manages the Network and develops an effective organizational structure, including revisions as appropriate, for the effective management of all essential functions of the Network.

· Plans, facilitates, coordinates and directs the activities of the Network and its programs and reports these activities to the BOD.

· Guides the operational and financial objectives of the Network to fulfill the mission and goals of the Network and BOD.

· Oversees, assigns and coordinates activities of Committees and Program Directors.

· Participates in all meetings of the BOD and all BOD Committees:

a. Presents recommendations to the BOD on any subject under consideration by the BOD prior to action being taken on the subject by the BOD.

b. Prepares, in cooperation with the Board Chairperson, the agenda for all Regular and Special Board meetings and delivers the agenda and pertinent

information on each item in reasonable advance of the meeting.

· Provides overall direction to the employees and other persons doing business with the Network to effectively accomplish the Network goals, administer policies of the Network, conserve the Network’s assets and resources and maintain and enhance its standing in all internal and external relationships.

· Establishes and enforces personnel policies and practices to enhance productivity and efficiency; reviews and approves payroll, approves all personnel actions, implements training plans.

· Maintains and directs central administrative services, approved by the BOD pertaining to building and other property, office equipment, clerical staff, part-time and contract services.

· Reviews program budgets and revenue estimates, prepares and forwards to the BOD along with the recommended annual budget.

· Develops and recommends a long-term capital improvement plan and accompanying financial plan.

· Coordinates the planning of future health care development of Grand County to provide for population growth and expansion of services with Network members and BOD.

· Monitors expenditures of all programs covered by the Network budget and approves purchase orders.

· Drafts applications for various grants and monitors awarded grants for compliance.

· Travels throughout the State and US to attend meetings, seminars and other functions as the representative of the Network.

· Delivers presentations at public events to address issues concerning health care, Network activities, and organizes public meetings as needed.

· Provides liaison between the BOD, Network members, Medical Staff and ancillary health care providers.

· Provides leadership and administrative support in the conception, development and execution of the strategic plan as adopted by the BOD.

· Makes policy and decides all matters of administrative and supervisory detail in connection with the operation and implementation of the Strategic Plan.

· Manages the work of all personnel on planning and program development.

· Performs other duties as assigned by the BOD.

Supervisory Responsibilities:  Is responsible for the overall direction, coordination, and evaluation of the programs and program staff, including the Administrative Assistant and the Finance Director. Carries out supervisory responsibilities in accordance with organization’s policies and applicable laws.  Responsibilities include interviewing, hiring, and training employees; planning, assigning and directing work; appraising performance; rewarding and disciplining employees; addressing complaints and resolving problems.

Education and/or Experience:  Master’s Degree in Business, Health Care Administration or Public Health or four to ten years in health care administration/senior management. A strong background in hospital/health care finance is desirable.  ED must be experienced in meeting with and dealing with a variety of community/business leaders, community members, physicians and contractors.  Must possess high qualities and standards of leadership.  Considerable initiative, entrepreneurship and judgment are involved in formulating solutions to challenges, formulating and implementing strategic plans, promoting favorable public relations, collaborative team development, analyzing activities and building/maintaining an integrated health care delivery system. ED works under nominal supervision in a number of technical areas where standard procedures do not exist  and where independent decisions are constantly required.

Language Skills:  Ability to read, analyze and interpret the most complex documents. Ability to respond effectively to the most sensitive inquiries or complaints.  Ability to write speeches and articles using original or innovative techniques or style.  Ability to make persuasive speeches and presentations on controversial or complex topics to public groups and/or boards of directors.

Reasoning Ability: Ability to define problems, collect data, establish facts and draw solid conclusions.  

Authority to Release Money Securities:  ED has signature authority to write Grand County Rural Health Network checks in amounts not exceeding $5,000.00.  Checks in a greater amount than $5,000.00 must additionally show an Executive Committee Member’s signature.  ED has the authorization to transfer funds from account to account for cash flow operations and investment purposes.

Certificates, Licenses, Registrations:  Must be 21 years of age and possess a Colorado drivers license with no current suspension, revocations or license details.

Physical Demands:  The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is regularly required to sit, use hands to finger, handle, or feel:  reach with hands and arms, and talk to hear.  The employee frequently is required to walk,  The employee is occasionally required to stand, climb or balance and stoop, kneel, crouch, or crawl.  The employee must frequently lift and/or move up to 10 pounds and occasionally lift and/or move up to 50 pounds.  Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth perception, and ability to focus.

Work Environment:  The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.  The noise level in the work environment is usually moderate.  While performing the duties of this job, the employee is occasionally exposed to weather conditions.

Travel:  Employee is frequently required to travel throughout the County and the State

to include occasional overnight stays.  Occasionally travel may be required throughout the Country. 

Special Equipment:  None.

National Cooperative of Health Networks

Executive Director’s Job Description
Position Title:    Executive Director, NCHN

Reports to:   Board of Directors

Position Summary:
This person will be responsible for overall operations of NCHN, as well as the development, implementation, and management of the organizations business services and vendor relationships. These collaborative services have been developed to enhance access and the quality of health care within the member networks located throughout the nation. In this role, the executive director will hire, supervise, and terminate staff; assist in the coordination of annual conferences; implement all initiatives selected by NCHN; and lead the identification and development of new opportunities for the network, including new member recruitment.

Accountability:

· This person will be accountable to the NCHN Board of Directors for:

· The overall operating budget of the NCHN; 

· Financial performance of the NCHN;

· Value added to NCHN members;

· Achievement of agreed upon goals and targets as delineated in the  business plans

· Grant writing and management functions

· Program & service evaluation

· Hiring, supervising & terminating staff

· Developing educational programs/conferences for the membership

· This person will be accountable to the planning committees of the Board to align the activities of the network with the strategic goals and available resources identified by these groups.

Summary of Duties and Responsibilities:
I.  General Management

· Attend all Board meetings of the NCHN Board of Directors and the Executive Committee  as a non-voting member

· Respond to all operational and financial problems identified during the implementation of the individual initiatives and joint ventures

· Work with legal counsel and accounting firm on the development and modification of legal and organizational documents, contracts, and policies as is deemed necessary

· Identify infrastructure requirements for NCHN including equipment, information systems and facilities.

II.  Services/Business Planning

· Develop strategic/business plans for the identified services/businesses approved by the Executive Committee/Board of Directors

· Serve as a liaison between NCHN and their Corporate Partners

· Coordinate task groups from member to assist in the planning of the services/businesses, in cooperation with the Corporate Partners

· Define specific goals and checkpoints to be evaluated during the implementation processes

· Determine pricing and target audience for services and programs

· Develop marketing and communication plans for the services and programs

· Determines capital and operating budget requirements

· Recruit and retain Network Members based on strategic goals of the organization

· Recruit additional Corporate Partners based on strategic goals of the organization

III.  Operations

· Define appropriate staffing levels and coordinates staffing for services and operations

· Coordinate cross-functional, cross-organizational teams to implement the programs and services

· Provide direction to ongoing implementation of programs and services

· Implement marketing and communication plans for the services

· Develop and present individual and consolidated operational and financial results for the NCHN operations to the  Board of Directors.

IV.
Professional Development/Other

· Commits to personal skill development as leader and manager

· Participates in network-related societies, associations, etc. and attends sufficient meetings to adequately keep informed on relevant healthcare issues

· Maintain a strong public presence in the national rural and health network environment.

· Remain aware of national, regional, and local healthcare industry trends to response to new marketplace needs and opportunities

Qualifications:
Education
Bachelor’s degree is Business Administration or equivalent.  Advanced degree preferred in Business Administration, Health Management, or equivalent.

Experience
· Minimum of five years in management, preferably in the health care industry

· Experience in the startup, development, and operation of a new business

· Knowledge of finance, operations, information systems, and marketing

· Knowledge of managed care operations

· Self-starter; entrepreneurial

· Strong written and verbal communication skills

· Strong organizational skills

· Ability to coordinate views and contributions of diverse entities

· Positive public presence

Medi-Sota, Inc.

Job  Description

Position:  Executive Director




Date Written:  02/1997

Reports to:  Board Executive Committee



Revised:  08/2000

Qualifications:
Degree in healthcare administration, business administration or other   

health related field




Excellent written and verbal communications skills




Ability to work independently




Computer proficiency in word, excel, publisher, Internet 




Previous health care experience preferred

Hours/Location:
To be determined.

Environment:
Medi-Sota, Inc. is a non-profit consortium of 25 hospitals and nursing homes in southwest and central Minnesota.  The executive director provides ongoing staff support for existing programs and services and develops and implements new services.

Primary Functions:

1. With direction from the President, prepare agendas and schedule speakers for monthly Medi-Sota board meetings.  Attend board meetings and provide updates and progress reports.   

2. Keep ongoing records and monitor preferred vendor contracts.  Prepare Requests for Proposals for contract renewals and new services as needed.

3. Supervise and work with the Medi-Sota Administrative Assistant.  

4. Conduct and coordinate the annual wage and benefit survey.  

5. Plan and organize annual trustee conferences and annual planning retreats.  Prepare agendas, make conference meeting room and hotel reservations, plan meals and assist with speaker selections.

6. Following the annual planning retreat, prepare the annual strategic plan for board approval.  Review the plan periodically and provide progress reports.

7. Develop grant applications for individual members.  Research and develop grants for the Medi-Sota consortium.

8. Oversee development of semi-annual Medi-Sota newsletters and update brochure as needed.  Maintain and update the Medi-Sota web site.


Executive Director Job Description
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9.  Provide support for the physician recruitment program.  Attend advisory committee   
 meetings.  Prepare Recruitment Search Agreements for new member participants and  
 update as needed.

10.  Provide support for the education program.

11.  Work on new member development.  Provide information to and meet with potential  
 Medi-Sota members.  Provide orientation to new administrators and DONs.

12.  Prepare data analysis based on the needs of the membership.  Work with outside 
 agencies (such as MHHP) on obtaining comparative data reports.  

13.  Research, collect data and make recommendations about new member services or 
 programs.

14.  Monitor Recovery Resources Collection Agency activities and provide updates as 
 appropriate.  Encourage member utilization of this Medi-Sota/Member-owned agency.

15.  Oversee ancillary department meetings and other group networking opportunities.    

16.  Assist the treasurer with financial duties such as budget preparation and invoicing 

      members for services (such as physician placement fees, grant writing services, etc.).

17.  Act as the main business contact for Medi-Sota activities.

18.  Other activities as directed by the board of directors.

NEVADA RURAL HOSPITAL PARTNERS, INC.


NEVADA RURAL HOSPITAL PARTNERS FOUNDATION, INC.


NEVADA RURAL HOSPITAL PARTNERS MANAGEMENT SERVICES, INC.

POSITION DESCRIPTION

TITLE:

 PRESIDENT
SUPERVISES:

Director of Program and Policy Development

Regional Chief Financial Officer

Administrative Assistant

Financial Program Director

REPORTS TO:

Board of Directors

SUMMARY OF RESPONSIBILITIES:
The President serves as the major resource/focal point for all members of the consortium of rural healthcare providers concerning issues and concerns that impact the delivery of healthcare in rural Nevada.  

NRHP consists of three organizations: 

NRHP, Inc. - a 501(e) cooperative hospital service organization

NRHP Foundation - a 501(c)(3) charitable foundation

NRHP Management Services - a for-profit subsidiary of NRHP Foundation

The President serves in a multi-role position providing leadership in the following areas: program development, grant writing, political advocacy, day-to-day reference services, rural liaison to external organizations, and planning and policy making.

All activities of the President are goal-directed and focused on the following criteria towards meeting the needs of NRHP members: 

1.
Improving quality of current services;

2.
Increasing access to care; and

3.
Improving financial viability. 

NRHP PRESIDENT JOB DESCRIPTION  
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SPECIFIC RESPONSIBILITIES:
1.
Plans all necessary meetings of the NRHP Board and Executive Committee, keeping members informed of relevant issues and reports periodically on progress and other developments.  In addition, provides orientation to new Board members, fulfills the need for continuing board education, and gives direction for annual strategic planning in determining future operations of NRHP.  

2.
Manages the day-to-day operations of the NRHP office, including the following: supervises all employees; controls annual budget; directs ongoing program, such as the Telemedicine Network, the Group Health Insurance Program and others.  In addition, manages the Loan Pool and coordinates relations with legal, accounting and financial consultants.  Also, provides guidance on various rural healthcare issues on an as needed basis.

3.
Researches potential projects.  Aggressively pursues grants geared to rural healthcare that might be of value to some or all of the NRHP members.

4.
Represents NRHP at Nevada Hospital Association (NHA) Board meetings and  NHA Committees regarding advocacy issues, as requested. 

5.
Provides education to key political candidates on the state and federal level regarding rural healthcare views in Nevada.  

6.
Maintains contact and influence with leaders in other health provider organizations such as NHA, Nevada County Welfare Directors, Nevada Association of Counties, Nevada State Medical Association, etc.

7.
Acts as liaison between rurals and regulatory agencies.

8.
Maintains contact and influence with leaders of non-healthcare organizations interested in healthcare issues.  Educates special audiences as well as the general public about developing issues and events of importance to the future of rural healthcare.

9.
Liability Cooperative of Nevada (LiCON)
LiCON is an interlocal cooperative public agency that was formed for the purpose of self-insuring professional and related lines of liability for hospitals.  Ten of the NRHP members are also Participants of LiCON.

NRHP PRESIDENT JOB DESCRIPTION  
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SPECIFIC RESPONSIBILITIES: (cont.)

a.
Serves as President and Chief Executive Officer of LiCON and acts on behalf of the LiCON Council in keeping with the policies of the LiCON Council.  In the same manner, performs any additional duties assigned or delegated by the Council.

b.
Serves as lead staff for the Council and its several committees, including the Executive Committee, Investment/Finance Committee, Underwriting Committee, Claims Committee, Risk Management Committee, and Nominating Committee.

c.
Plans or assists in planning for all necessary meetings of the Council and its various committees.

d.
Manages the financial affairs of the Council, including operating budget, collection of monthly contributions, investment of reserves and claims payment.

e.
Coordinates services of contractors including the underwriting, claims management and overall consulting services provided by the program manager; the actuary, accountant and fiduciary; defense attorneys and other legal advisers.

f.
Facilitates positive working relationship with Program BETA, a California-based risk pool in which LiCON holds membership in order to secure excess coverage.

g.
Keeps the Executive Committee, Council and appropriate committees informed on issues which deserve attention and reports periodically on progress and other developments.

10.
Performs other duties as may, from time to time, be assigned by the Board of Directors. 

PAHN Executive Director 

Job Description

This is a highly responsible managerial and administrative position reporting to the PAHN Board of Directors.  The Executive Director is responsible for day to day operations of the Panhandle Area Health Network, serving as principal resource person to the Network Board of Directors and to the Executive Committee of the Board

Between meetings of the PAHN Board of Directors, the Executive Director will look to the Chair of the Board for direction in performance of his or her duties. 

The PAHN Executive Director is responsible for insuring that the  following functions are carried out:

Overall management of the organization

· Insure that all trained staff required to carry out PAHN’s work program are employed as necessary;

· Establish systems and procedures necessary to carry out the work of the organization;
· Insure that all correspondence and communication takes place which is necessary for the operation of PAHN’s programs;

· Represent PAHN interests in state and federal level discussions regarding rural health networks, 

· Monitor state and federal actions impacting rural health networks, including proposed legislation and grants funding programs.

PAHN Membership

· Maintain oral and written communication with PAHN’s membership, as necessary, including collection of dues, explanation and carrying out of member benefits, and processing of new applications for membership;

· Work to plan services which meet the needs of PAHN’s membership, including periodic CEU and CME training; and

· Seek to recruit new PAHN members as appropriate.

Community and public awareness

· Be available to address civic associations and other community groups regarding PAHN’s purpose and activities;

· Maintain liaison with community, civic and service agencies and organizations which are partners in the operation of PAHN’s programs; 

· Insure that the PAHN Community Advisory Council has sufficient staff to carry out planned programs, within budget constraints; 

· Work to insure that PAHN”s outreach programs and promotional events are successful in reaching the diverse communities which are targeted; and

· Prepare and distribute press releases for community newsletters, newspapers, and other publications, to further PAHN’s programs.

Contract development and monitoring

· Write the scope of work for all consultant contracts, obtaining Board approval as appropriate; 
· Negotiate consultant terms and rates and insure that these are agreed to in writing as necessary; and
· Monitor the performance of consultants and contractors, to insure that the approved scope of work is carried out in a quality manner consistent with negotiated terms. 
Quality assurance

· Insure that PAHN is in compliance with all legislative and regulatory requirements which apply to the Network or its programs; 

· Encourage the adoption of quality assurance and quality improvement activities on the part of PAHN’s provider members; and 

· Work to establish processes and procedures which will improve the quality of PAHN’s programs over time. 

Data analysis, program planning and evaluation 

· Identify or prepare needs assessments and other reports and summaries to keep the Board aware of the health status of area residents, and the financial viability and quality of the “health services system;” 

· Propose to the Board and carry out programs which seek to improve  the health care and the health status of residents of the Network service area;  

· Maintain relationships with local and regional, public and private health care providers, and work to insure greater collaboration between these entities; and

· Seek to evaluate the success of PAHN programs in achieving their intended goals and objectives, and make these reports available to the Board of Directors.

Fiscal management/ reporting to funding sources

· Prepare and submit to the Board each year a proposed budget for PAHN operations during the coming fiscal year;   

· Allocate funds generally in accordance with the Board approved budget, as amended from time to time;  

· Obtain approval of the Executive Committee for any unbudgeted expenditure of $5,000 or less, and approval of the Board of Directors for any unbudgeted expenditure of more than $5,000;

· Monitor collection of PAHN membership dues and assessments;

· Insure that all documentation is maintained which is required by grant funding agencies, and that all financial and other reports required by funding sources are submitted in a timely manner;

· Insure that all reports to the Internal Revenue Service, to the state Unemployment Commission, to the PAHN insurance agent, and to other regulatory agencies are filed as necessary;    

· Insure that the Board of Directors and Executive Committee regularly receive Financial Reports summarizing income and expenses to date as compared to amounts budgeted; and 

· Project PAHN’s financial needs into the future, in order to maintain current programs which are successful and to continue to address new needs, and work to obtain the funding required.

Board and committee development

· Prepare agendas and insure that all applicable background materials are mailed to the Board of Directors and all committees of the Board;

· Serve as principal staff to meetings of the Board of Directors and the Executive Committee; and

· Insure that committees and work groups are formed, and provide staffing for these as necessary, to carry out assigned programs.
Perform related duties as required

· Protect the confidentiality of any of the activities or negotiations that the Network or its members may enter into; and
· Perform his or her duties for the benefit and material advantages of the Network as a whole, and not for any individual member, provider, group of providers or other part of the Network except as specifically instructed in writing by the Executive Committee.
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