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I. POSITION:  
Clinic Services Director
II. QUALIFICATIONS: This is an exempt position serving Native and non-native patients. Bachelor’s Degree in Healthcare related field required. Master’s Degree in Healthcare related field preferred. Must have four (4) years experience in a healthcare related field with a strong preference in ambulatory care with a minimum of two (2) years experience in a position of budgetary responsibility. Minimum three (3) years experience in a key leadership/supervisory role required. Must possess excellent computer skills especially in Microsoft Office. One (1) year previous experience with Electronic Health Record (EHR) systems. 
III. PERSONAL CHARACTERISTICS

1. Possesses demonstrated ability to perform as a team player.

2. Must have excellent patient teaching skills.

3. Reads and understands written materials of moderate to high complexity.

4. Maintains positive peer relationships and provides assistance in a friendly, helpful manner to all patients, visitors and staff.

5. Possesses the ability to work independently, is detail oriented, organized, and works under pressure. Meets deadlines. 

6. Must have consistent work attendance record.

7. Demonstrates cultural sensitivity.

8. Demonstrates excellent communication skill both verbal and written.

9. Have excellent customer relation skills. 
IV. SUPERVISION:  The Clinic Services Director reports to the Medical  Director. 
V. ADA ESSENTIAL FUNCTIONS

1. Hearing: within normal limits with or without use of corrective hearing devices
2. Vision: adequate to read 12-point type with or without use of corrective lenses
3. Must be able to effectively and professionally interact with staff, clients and public
4. Manual dexterity of hands/fingers for writing, computer input 
5. Able to lift up to 30 lbs.
6. Sitting 25-80% of the day
7. Standing 10-70% of the day
8. Walking 5-25% of the day
9. Pushing, up to 40 lbs.
10. Pulling, up to 30lbs.
	MAJOR RESPONSIBILITIES

	DUTY
	STANDARD
	RATING

	Departmental Management and Supervision
	1. Clinic Services Director is responsible for management and supervision, including budgetary responsibilities, for the following departments: Laboratory; X-Ray; Community Health; Health Information; Counseling Services; Dental; Pharmacy.

2. Responsible for holding regular meetings with department managers; reviews departmental reports; consults and advises on department functions; management concerns and departmental activities.

3. Coordinates the activities of the Clinic Services department to meet the needs of the communities for quality care.
	

	Quality Improvement
	1. Assists the QI Coordinator to maintain, evaluate and coordinate annual Patient Satisfaction Surveys for all departments

2. Participates in the updating of and reports on Health Care Plan.

3. Participates in Accreditation activities and projects.

4. Integrates work with other staff and areas of BMC/WC’s operation.

5. Complies with BMC/WC’s policies and procedures.

6. Remains current with standards of primary health care practices.
	

	Human Resources
	1. In conjunction with HR Director, coordinate and implement selection process (i.e. advertising, interviewing, background checks, etc.) as outlined in employment policies.
2. Assist in completion of credentialing activities of providers.

3. Maintain and enforce compliance of applicable HR policies and procedures.

4. Completes performance evaluations within 30 days of the anniversary of the hiring date.
	

	Counseling Services
	1. Responsible for oversight of mental health chart auditing to State of Idaho Medicaid standards on a quarterly basis

2. Responsible for oversight of chemical dependency chart auditing to State of Idaho Standards on a quarterly basis

3.  Work with Counseling Services Mgr. to develop, monitor, report on QI activities.
	

	Patient Care Service
	1. Serves as a patient advocate for receiving and addressing patient concerns involving clinic services departments.
2. Responsible for ensuring concerns regarding services provided at BMC are distributed and addressed appropriately.
	

	Health Information
	1. Responsible for direct supervision of: Health Information staff including  temporary Health Records Scanners, including but not limited to:

a. Coordination of selection and orientation of new staff

b. Evaluation of employee performance at: end of introduction period and annually on employment hire date.

c. Recommendation of discipline and employment counseling of staff

d. Completion and review of competencies appropriate for discipline

e. Ensure staff are current with regard to required certification, licensure, immunization and/or other requirements of position

f. Assist Human Resource department in review of compensation, ensuring internally and externally competitive compensation for staff

2. Responsible for scheduling and staffing in accordance with departmental need.

3. Responsible for timely completion of budgetary requests, revisions and modifications in a timely and appropriate manner.
	

	Other
	1. Performs other duties that may be necessary in the best interest of the organization.

2. Takes part in cross-functional meetings/committees as directed.
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EMPLOYEE’S COMMENTS:

	

	

	

	

	

	

	

	

	


INDIVIDUAL GOALS/OBJECTIVES:

	

	

	


I understand that by signing this review, I am not indicating agreement with the rating, but I am acknowledging that my supervisor has reviewed and discussed this performance evaluation with me.

	Employee’s Signature:
	Date:

	Evaluator’s Signature:
	Date:

	Evaluator’s Supervisor:
	Date:
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