[image: image1.png]
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Job Description/Performance Evaluation

Benewah Medical Center

Job Description/Performance Evaluation

I. POSITION:  Executive Director
II. QUALIFICATIONS:  This is an exempt employee serving Indian and non-Indian patients/clientele.  Master’s Degree required in health-related discipline and/or business from an accredited institution.  Minimum of 5 years experience in executive level healthcare administration & management with significant fiscal responsibility and key supervisory and contract/grant management experience.  Experience in Indian Health Service and/or Public Health Service funded facilities, accreditation and working with a governing Board preferred.

III. PERSONAL CHARACTERISTICS:
1. Possess demonstrated ability to perform as a team player and role model to staff and community.

2. Possess excellent communication skills both verbal and written.

3. Maintains positive working relationships and provides assistance in a friendly, helpful manner to all patients, visitors and staff; excellent customer service skills.

4. Possess the ability to work independently, is detail oriented, organized, and works under pressure.  Meets deadlines.  Is dependable and reliable.

5. Must have strong work ethic.

6. Demonstrates cultural sensitivity.

7. Ability to maintain the strictest confidentiality.

IV. SUPERVISION:  Reports directly to Tribal Health Board Authority and Tribal Council.

V. ADA ESSENTIAL FUNCTIONS

A. Hearing: within normal limits with or without use of corrective hearing devices.

B. Vision:  adequate to read 12-point type with or without use of corrective lenses.

C. Must be able to verbally interact with staff, clients and public.

D. Manual dexterity of hands/fingers for writing, computer input.

E. Able to lift up to 30bs.

F. Stand 5-10% of the day.

G. Walking < 10% of the day.

H. Pushing, up to 30 lbs.

I. Pulling, up to 20 lbs.

VI. MAJOR RESPONSIBILITIES:
	DUTY
	STANDARD
	RATING

	
	
	

	Plans, directs, implements the systematic and coordinated delivery of the highest level of clinical and preventative ambulatory health services.
	1. Responsible for Strategic Planning in coordination with the Board, Management, and Staff and Community Served.

2. Develops and implements the overall clinic goals and objectives through an operating plan.

3. Ensures business and health care plan in place annually.

4. Reports monthly to the Tribal Health Authority with a formal agenda and makes recommendations for programs and policy changes, gives status reports on staffing, budget and clinical issues.

5. Implements programs and services based on need and available resources.

6. Monitors and evaluates quality improvement activities to ensure the highest quality of clinical preventative services consistent with AAAHC and public health standards.

7. Accreditation (AAAHC and CHC evaluation) achieved at 85% or higher.
	

	Provides guidance, direction and management support to entire facility staff. Supervises and evaluates staff per organizational chart.
	1. Performance evaluations per organizational chart are completed within 30 days of their annual hiring date
2. Make recommendations to the Tribal Health Authority for organization changes for approval.

3. Suggest improvements to personnel policies and procedures.

4. Supports and implements duties and responsibilities consistent with the provisions of Indian preference, EEO and other affirmative action guidelines.

5. Acts as a mentor to the Management staff with an open door policy and provides for their professional development with available resources.

6. Promotes and seeks staff training, in-house workshops, etc. foster personal organizational growth and development.

7. Ensure CHS Program is responsive to the health needs of the Tribe.
	

	Serves as the primary health advocate for the Coeur d’Alene Tribe 
	1. Meets regularly with the Tribal Health Authority and at a minimum annually with the Tribal Council to ensure programs and services are responsive to the health needs of the Tribe and Community.

2. Provides consultation to visiting Tribes and/or other organizations as available.
	

	Responsible for the overall financial management of the Center
	1. Ensures development of facility-wide budget.

2. Works with Management staff to operate within budgetary guidelines.

3. Responsible for effective billing and collections system to maximize use of third party resources.

4. Supports and provides guidance to the automated financial and management information systems which respond to the needs of the Center.

5. Ensures other funding sources are explored for program services and capital projects.
	

	Other Duties
	Other duties as assigned by Tribal Council or by the Health Board and any duties consistent with the position which are necessary to maintain the Clinic and the Wellness Center to the highest standards.
	


EVALUATOR’S COMMENTS:

	

	

	

	

	

	


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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