United Health Partnership

Duties and Responsibilities

TITLE:

Vice President, Provider Services and Relations

REPORTS TO:
Chief Executive Officers

Responsibilities:

· Provides executive and managerial leadership and direction to hospital administrators regarding process design, reengineering and operations management.

· Responsible to provide for relations with the intention to foster strong relationships through education practice and joint venture/partnership activities.

· Assist in the development of reporting systems to develop benchmark statistics regarding provider profiling and health care and administrative costs.

· Responsible for the development of risk management protocols, preventive care guidelines and quality improvement initiatives for the benefit of UHP’s members and constituents.

· Responsible for coordinating and conducting educational programs that emphasize changes in medical management techniques, practice management, hospital operations and technological alternatives.

· Participate in professional and community affairs.

· Primary liaison for the UHP Compliance Officers Forum.

· Keeps abreast of legislative and regulatory activities that affect hospital operations and compliance.

· Other duties as required.

Qualifications:
· Graduate or post bachelor study in management, business or healthcare, is strongly desired.

· Work experience will include 7-10 years within healthcare, inclusive of hospital operations experience.  A minimum of seven years within a management role.

· Works well independently.

· Assists in the identification, analysis and development and implementation of cost reduction ideas, programs and services.

· Knowledge, skills and abilities required:

1. Good communication skills.

2. Ability to comfortably interact with key executives and physicians.

3. Familiarity with hospital operations, medical management and reporting systems.

United Health Partnership

Duties and Responsibilities

TITLE:

Chief Executive Officer

REPORTS TO:
Board of Directors

Responsibilities:

· Works with the Board of Directors (BOD) to develop and articulate the organization’s strategic direction.  This includes providing overall direction, leadership and strategy implementation for the network.

· Builds a team of UHP staff and/or subcontractors to effectively carry out and continuously improve the operations of its members and constituents.

· Works with the BOD in developing and implementing a multi-year strategic plan with a focus on profitability inclusive of major goals and objectives.

· Remains abreast of major market developments including technological advancements in administration, payer-provider initiatives, regulatory compliance issues, and the identification of opportunities to gain administrative economies with the drive to lower overall costs and gain new efficiencies through standardization.

· Interacts regularly with Board members, key hospital staff, physicians, and a variety of individuals to develop and maintain close positive relationships in the attempt to enhance overall communications throughout the region.

· Develops and regularly reviews operational plans and supporting budgets.

· Responsible for growth of the network inclusive in identifying and recruiting new hospital members and affiliated physicians.

· Serves as UHP’s primary liaison for public relations and communications with the media, other healthcare organizations, local task forces and coalitions, government and regulatory bodies, medical staffs and employer groups.

· Participates in community and professional affairs.

· Keeps abreast of legislative activities affecting healthcare, technology and compliance.

United Health Partnership

Duties and Responsibilities

TITLE:

Chief Operating Officer

REPORTS TO:
Chief Executive Officer

Responsibilities:

· Responsible for the management of the internal operations of the organization inclusive of fiscal operations and accounting systems.

· Provides managed care direction and consultative services to UHP membership inclusive of maintaining the NOAH network and contractual relationships.

· Develops close relationships with Board members, physicians and select hospital staff in order to identify regional needs and demands that may lead to further product development and services.

· Participates in the strategic planning process.

· Provides management reports that focus on financial issues, including the performance of various contracts and activities of the organization, benchmarking health care costs and services, provider profiling and quality initiatives.

· Primary liaison to the CFO Forum and Human Resource Forum.

· Stays abreast of future trends and directions in order to propose strategies and programs to assist UHP’s members and constituents.  This includes the evaluation and research of new programs and services.

· Represents UHP and its provider constituents to various public, professional and civic organizations and functions, and serves on various technical task forces as necessary.

· Develops and evaluates new programs using research, feasibility studies and assistance from UHP members and medical staffs.

· Keeps abreast of legislative activities that affect managed care.

United Health Partnership

Duties and Responsibilities

TITLE:

Administrative Assistant

REPORTS TO:
CEO

SUPPORTS:

CEO, COO, VP, Provider Services

Responsibilities:

· Provides general administrative support for UHP and NOAH.

· Coordinates, arranges and supports all Board of Directors and Managers meetings for UHP and NOAH.

· Screens telephone calls, visitors and incoming correspondence.

· Responds to requests concerning procedures and other information.

· Schedules and tracks daily appointments.

· Makes arrangements for meetings, assembles agenda or necessary materials as directed.

· As directed, will attend meetings and record and report on proceedings.

· Transcribes documents, letters and memos.

· Develops and upgrades spreadsheets and databases.

· Regularly assists senior management with the formulation and standardization of policies and procedures to improve the administration and financial performance of the organization.

· Works with senior management to implement appropriate systems and processes to insure timely and accurate communications to providers, payers, vendors and other constituents.

· Coordinates travel arrangements for business trips, including flight arrangements, hotel accommodations, rental car and limo services.

· Carries out duties with little or no direct supervision.  Completes other duties as assigned.

