BADGER PRAIRIE HEALTH CARE CENTER ADMINISTRATOR

DEFINITION

Under general supervision of the Human Services Director, plans, coordinates and manages the operations of the Badger Prairie Health Care Center.  Performs related work as required.  This position summary is not intended as a complete list of specific duties and responsibilities.

EXAMPLES OF DUTIES

Organizes, directs and coordinates the administrative and clinical programs and services within the nursing home; reviews and evaluates existing policies and procedures and directs changes where indicated; works with nursing and psychiatric staff to maintain a professional treatment care program for residents; integrates policies and procedures of Dane County Human Services Department and Federal and State regulatory requirements into daily facility operation; develops and implements management strategies to ensure equal opportunity and affirmative action in the facility’s personnel operations; monitors budget and development of strategies to assure that expense/revenue targets are met; develops budgets and prepares periodic reports to the Health and Human Needs Committee, Human Services Board, Executive Advisory Committees and County officials on division operation and financial condition; initiates and takes part in long-range strategic planning including needs analyses, program development and capital improvements; cooperates with other state health care and social service agencies through attendance and participation in meeting and conferences; supervises subordinate managers; conducts annual performance review for all facility managers; acts as a spokesperson for the facility in interactions with state/government officials, media representatives and other public entities; takes a lead role in corrective action plans during State survey visits.  Supervises facility POS contracts, coordinates the RFP process, serves as the editor of the employee newsletter, approves all disciplines and coordinates with Employee Relations recruitment for vacant positions.  Serves on management bargaining committee and responds to grievances at level one (1) of the process.

EMPLOYMENT STANDARDS

Education and Experience:  Position requires a Bachelor’s Degree in business, public or hospital administration, or related field in addition to five years of management experience in long-term care, OR a Bachelor’s Degree in nursing or social science with seven (7) years of long-term care supervisor/management experience.  Master’s Degree and nursing home experience preferred.

Knowledge and Abilities:  Knowledge of Federal and State regulations pertaining to the operation of a nursing facility; must have a specific understanding of Medicaid/Medicare admission criteria and reimbursement parameters; knowledge of administration of a large institution operated to provide rehabilitation and long term skilled nursing and psychiatric care; knowledge of facility organization, administration, institutional operations; ability to plan, organize, staff, direct and coordinate all administrative features of a health care center; ability to monitor budget lines and ensure that budget targets are met (including the development of alternative plans); ability to represent the agency at official and public functions; ability to establish and maintain effective relations with County officials, associates, employees and the public.  Be familiar with the principles of consensus team building, conflict resolution, leading the change process and creating facility vision.  Must have a comprehensive knowledge of the State survey process and the ability to write corrective plans of action.

Special Requirements:  Prior to employment, must be licensed as a Nursing Home Administrator under Chapters 456.01 and 50.04(2) of Wisconsin statutes.  License must be free of any departmental actions.
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