NELSON COUNTY HEALTH SYSTEM

JOB DESCRIPTION

POLICY TITLE:  RURAL HEALTH CLINIC MANAGER

NAME: ______________________________________________  DATE OF HIRE: _________________

DEPARTMENT ASSIGNED: _______________________SUPERVISOR: ________________________

PURPOSE OF YOUR JOB POSITION

Through the delegation of authority by the Administrator, the clinic manager is responsible for the day to day and over-all operation of the Nelson County Health System’s rural health clinic(s) (RHC’s). The manager functions within the operational guidelines, organizational structure, and regulatory requirements to ensure the provision of primary medical care in the clinic setting – by providing direct care services in his/her role as a licensed nursing professional, and/or delegating those responsibilities to another and appropriate licensed health care professional. The clinic manager will also collaborate with the medical providers, other clinical personnel, and business office staff to facilitate timely treatment, scheduling, examinations, and referrals as appropriate. The manager is responsible to the Administrator for the total operation of the rural health clinic(s). 

DELEGATION OF AUTHORITY
As the RHC manager, you are delegated the administrative authority, responsibility, and accountability necessary for carrying our your assigned duties.

JOB FUNCTION
Every effort has been made to make your job description as complete as possible. However, it in no way states or implies that these are the only duties you will be required to perform. The omission of specific statements of duties does not exclude them from the position if the work is similar or a logical assignment to this position and/or skills. 

MAJOR DUTIES AND RESPONSIBILITIES

ADMINISTRATIVE FUNCTIONS
1. Meets those standards for clinics as set down by licensing agencies and other regulatory bodies, including but not limited to the ND State Health Department, State Professional Licensing organizations such as the ND Board of Pharmacy, and any other regulatory/contracted organization per NCHS. 

2. Reviews and provides budgetary/fiscal information to the CFO to assist in the compilation of the Annual Operating Budget, and directs and monitors all fiscal activities. 

3. Ensures all medical visits are properly documented and noted by appropriate NCHS personnel. Ensures all medical records are complete and provides necessary follow up to ensure same. 

4. Acts as a liaison between providers, the rural health clinic, patients, and others. 

5. Provides and ensures adequate staffing of nursing personnel, either directly or indirectly to ensure and maintain office /clinic hours and services are provided @ all NCHS  RHC’s. 

6. Represents the clinic at various in-house, local, and out of town/regional functions – including facility meetings, educational events, regulatory or other regional meetings, etc. as appropriate and as approved by Administration. Assists in the provision of public health events and education, such as screenings, etc. as approved by Administration. 

7. Utilizes communication skills to ensure patient advocacy, and quality primary care is provided at the NCHS RHC locations. 

8. Directs and ensures the maintenance of the physical clinic plant. 

9. Compiles and provides numerous reports, as required – such as statistical reports, QA, various logs, etc. 

10. Provides administrative functions related to all operations per NCHS policy and procedures. 

11. Complies with all patient rights, advocacy, and NCHS policies and procedures related to confidentiality, HIPAA, and all other regulations as applicable.

12. Complies with all personnel, safety, infection control, quality assurance and all other policies/procedures, regulations. 

13. Conducts annual policy review.

14. Completes Community Health Needs Assessment.

15. Performs CPT coding and insurance credentialing/appeals. 

POSITION REQUIREMENTS
1. Associate Degree or higher in a medical related field 
2. Experience:  2+ years in similar field. Must be skilled in organizational management, effective communication; Resident/patient rights, and Confidentiality. Recognition of law violations and willingness /requirement to report same. Understanding of Budgets and working effectively with people; must be able to work independently and as a team member. Demonstrated completion of projects/assignments in a timely manner. 

3.   
 Personal:
Ability to read, write, and speak the English language; ability to utilize basic office machines; telephone 

    etiquette. 
3. Working Conditions:  May require long periods of standing, sitting.   May be required to lift/reposition patients and/or       

    equipment/supplies; Must have ability to transfer (stoop) from one level to another. 

ACKNOWLEDGEMENT
I HAVE READ THIS JOB DESCRIPTION AND FULLY UNDERSTAND THE REQUIREMENTS SET FORTH HEREIN. I HEREBY ACCEPT THE DUTIES AND RESPONSIBILITIES OF THIS POSITION, AGREE TO ABIDE BY THE REQUIREMENTS SET FORTH, AND WILL PERFORM ALL DUTIES AND RESPONSIBILITIES TO THE BEST OF MY ABILITY. 

_____________________________________________

___________________________________________

Signature – Employee





Date

_____________________________________________

___________________________________________

Signature – CEO





Date
