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Job Description 




  Job Code #: 
8005









  FLSA:
Exempt







  Union Code:
N/A

TITLE:


DIRECTOR REGULATORY COMPLIANCE


REPORTS TO:

VICE PRESIDENT, PATIENT CARE


DEPARTMENT:

NURSING / PATIENT CARE


DATE LAST REVIEWED:
APRIL 21, 2004


JOB SUMMARY:

Responsible for maintaining knowledge of relevant accrediting/regulatory agencies and standards, tracking planned surveys, aggregating and trending survey findings, coordinating and/or assisting with survey efforts, and acting as a resource/arbitrator when regulatory issues arise. Serves as the lead in coordination of and reporting on JCAHO surveys system-wide. Direct system-wide compliance efforts; Chair  Compliance monthly meeting; monitor  Compliance program; work with  Compliance committee, consult with Senior Vice President to ensure  Compliance plan followed.

Access Level to Protected Health Information (PHI):
A= Approved access to patient care areas and all records containing Protected Health Information (PHI) as needed to carry out their duties. Records containing PHI will include medical records and billing records in all formats.

QUALIFICATIONS: 
Education: Bachelor’s degree in Healthcare related field or equivalent experience required. Master’s Degree preferred.

Experience: Three years of clinical experience in an acute care setting and two to three years experience in quality assessment and improvement work for a hospital or health system. Demonstrated knowledge of standards of all regulatory agencies with jurisdiction over  services.

Skills: PC-based computer skills. Demonstrated problem-solving, research, analytical, presentation, facilitation, organizational, consultation and training skills. Effective verbal and written communication skills.

CORE ACCOUNTABILITIES
1. TEAMWORK: Cooperation, adaptability, flexibility, communication, dependability, supports team goals.

Works collaboratively with all departments.

Establishes and maintains open communication to enhance team effort.

Demonstrates flexibility in response to unexpected changes in work volume, emergencies, staffing and scheduling.

Fulfills work schedule and commitments.

Looks for opportunities to assist co-workers.

2. RESPECT AND CARING: Compassion, customer relations, professional behavior, confidentiality, valuing diversity.

Uses interpersonal skills that convey a positive and supportive attitude.

Uses discretion in discussions related to staffing or personal concerns.

Gives constructive feedback in a non-blaming, positive and confidential manner.

Makes continuous effort to identify opportunities to meet/exceed customer needs and expectations. 

Demonstrates commitment to understanding and valuing individual differences and fosters an environment of acceptance, fairness and mutual respect.

3. EFFECTIVE USE OF RESOURCES: Effective use of time, people, supplies, safe and attentive work practices.
Works in a safe manner.

Maintains a safe and clean work environment.

Promotes cost effectiveness through the proper use and conservation of supplies and equipment.

Identifies cost saving measures.

Reports needed repairs or potential hazards to the appropriate department as soon as identified.

Reports all on-the-job injuries and seeks medical attention as appropriate.

4. INITIATIVE: Self-motivation, takes on project willingly, acts on opportunities to improve, contributes new ideas.
Takes the initiative to identify and solve problems.

Supports improvement and innovation in the workplace.

Demonstrates awareness of and supports  Health System departmental and operating unit goals through participation in continuous quality improvement and departmental activities.

Promotes professional development and contributes to the professional growth of others.

LEADERSHIP ACCOUNTABILITIES

1. Works toward the success of  system as a whole while upholding ’s core values, strategic pathways, mission and vision.

Regularly communicates and demonstrates through actions the norms, values and vision of the organization to colleagues and staff.

Works collaboratively to ensure continued success in programs that contribute to  goals.

Functions effectively in partnership with others.

2. Ensures that customer expectations are met or exceeded through practices that use CQI principles, tools and processes.
Demonstrates personal commitment to quality improvement.

Clearly understands and meets customer expectations.

Resolves customer complaints in a timely manner.

3. Takes responsibility for development of self and others.
Continues own education to strengthen knowledge to attain current and future goals.

Assists staff in developing their skills and abilities.

4. Builds and maintains a work environment that reflects a positive atmosphere, high employee satisfaction and competence and strong evidence of teamwork.
Makes high quality staffing decisions and effectively delegates work appropriate to staff capabilities.

Encourages successful team development by actively involving staff in planning, decision making and solving team conflicts.

Creates an environment in which diversity is encouraged and honored.

Understands, interprets and consistently applies  policies and procedures.

5. Communicates effectively.
Establishes and communicates clear expectations.

Models open, clear, consistent communication.

Demonstrates effective listening.

6. Plans strategically and manages resources to produce desired results.

Develops and manages an effective plan for the future direction of areas of responsibility.

Achieves results within budgetary parameters.

Complies with all laws and regulations and  policies in performing job responsibilities.
GENERAL ACCOUNTABILITIES AND ESSENTIAL FUNCTIONS

1. Supports Senior Vice President to ensure regulatory and compliance issues are maintained.

2. Provides direction to  compliance coordinators in ensuring compliance. Ensures communication protocols and policies are followed when issues of compliance are identified.

3. Coordinates readiness activities for planned surveys system-wide.

4. Participates on system-wide general councils in order to provide consultation regarding compliance and regulatory accreditation requirements.

5. Provides consultations regarding regulatory compliance with all applicable agencies upon request.

6. Maintains master calendar for all planned regulatory surveys.

7. Maintains repository for survey findings; trends and analyzes findings quarterly.

8. Assists with completion of applications and/or written surveys from regulatory agencies as needed.

9. Assists in developing compliance budget and oversees departmental staff.

10. Makes expenditure and hiring, firing and disciplinary decisions for compliance department. 

11. Development and dissemination of  annual Compliance employee education.

12. Oversite of  Compliance newsletter and development of annual  Board Compliance report.

The above accountabilities represent work performed by this position and are not all-inclusive. The omission of a specific accountability will not preclude it from the position if the work is similar, related, or a logical extension of the position.

ASSIGNED DIMENSIONS

Assigned FTEs:  1.0


Budget:
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PHYSICAL FUNCTIONS OF JOB

JOB TITLE: Director Regulatory Compliance

DEPT: Nursing/Patient Care 

JOB CODE#: 8005
Indicate which of the following physical functions are required to perform the essential functions of the job. Answer any additional questions, fill in appropriate blanks and add additional comments as needed to help understand the physical requirements.


	Check if essential function
	
ACTIVITY
	
FREQUENCY

	
	
	Continually

Hourly +
	Frequently

Daily
	Occasional

Weekly
	Rarely

Monthly+
	
Comments

	
	POSITION - MOVEMENT

	X
	Standing
	X
	
	
	
	

	X
	Sitting-up to ½ hour
	
	X
	
	
	

	X
	Moving about work area
	X
	
	
	
	

	X
	Bending Forward
	
	X
	
	
	

	
	Stoop Position - 1 min.
	
	
	
	X
	

	X
	Climbing stairs - 1 Floor
	
	X
	
	
	

	
	Crawling-hands & knees
	
	
	
	
	

	X
	Reaching overhead
	
	X
	
	
	

	
	LIFTING STRENGTHS
	Indicate number of lbs.

	X
	Lifting
	
	X
	
	
	15

	
	Patient Lifting
	
	
	
	
	 

	
	Lifting/Pushing Overhead
	
	
	X
	
	

	
	Moving carts, etc.
	
	
	
	
	

	X
	Carry items: 
	
	X
	
	
	Wt: 15  Size:     Distance: 

	
	DEXTERITY-COORDINATION
	Comments (below)

	X
	Keyboard Operation
	X
	
	
	
	

	
	Rapid-mental/hand/eye cord
	X
	
	
	
	

	
	Operation of motor vehicle
	
	X
	
	
	

	
	SPEECH & HEARING
	
Activity Required

	X
	Clear & audible speaking voice
	

	X
	Correctable vision
	To read: (size print)
12pt
Other:

	
	Distinguish colors
	Yes:

No:

	
	Distinguish shades
	

	
	Depth perception
	Describe:

	X
	Ability to hear
	Normal speech level:
X    
  

Whispered level:

	
	Other specific hearing req.
	Describe: 

	
ENVIRONMENTAL FACTORS (EXPOSURE TO)

	
Exposure
	
Item
	
Frequency
	
Exposure
	
Item
	
Frequency
	
Exposure
	
Item
	
Frequency

	
	
Heat
	
	
	
Dust
	
	
	
Uneven area
	

	
	
Cold
	
	
	
Smoke
	
	
	
Ladder/Scaf.
	

	
	
Humidity
	
	
	
Vibration
	
	
	
Radiation
	

	
	
Wet area
	
	
	
Chemical sol.
	
	
	

	

	
	
Noise
	
	
	
Slippery area
	
	
	
	

	OSHA Blood/Body fluid (BBF) exposure category:
 FORMCHECKBOX 
 1 = High risk probability of exposure BBF

Indicate appropriate level)
 FORMCHECKBOX 
 2 = Possible risk of exposure BBF


 FORMCHECKBOX 
 3 = No risk of exposure BBF

	Other Comments:




 HEALTH SYSTEM
Date of period covered:
COMPETENCY ASSESSMENT REVIEW
_____________________

DIRECTOR REGULATORY COMPLIANCE – 8005
 FORMCHECKBOX 
 Introductory Review


 FORMCHECKBOX 
 Annual Review

Employee Name: 


Department/Operating Unit: 


Supervisor/Reviewer & Credentials: 


Date of Competency Evaluation: 
  

 
 
 


Please indicate level of competency and method of evaluation for each accountability listed below. This form is to be completed as part of initial orientation and submitted to HR at the end of the Introductory Period and Annually thereafter, as an attachment to the Annual Review Agenda.

Competencies

	Job Specific Accountability 


	Competency Level
designate level, as appropriate (C, R, N, N/A)
	Method of Evaluation
circle as appropriate

	1. Can effectively manage multiple priorities /processes as evidenced by projects and targets met in a timely manner, e.g. budgets and appropriate staffing levels.


	
	CE  DO

PO Test

	2. Demonstrates the ability to set realistic goals for department/program and implement plans effectively.
	
	CE  DO

PO Test

	3. Efficiently works across unit boundaries with key customers to produce positive results.
	
	CE  DO

PO Test

	4. Provides leadership to department to meet or exceed internal and external customer expectations as evidenced by quality indicators.


	
	CE  DO

PO Test

	5. Demonstrates the ability to effectively translate ’s vision to the unit level.
	
	CE  DO

PO Test

	6. Provides ongoing constructive performance feedback to staff as demonstrated by timely annual reviews.


	
	CE  DO

PO Test

	7. Demonstrates ability to build and facilitate effective teams.
	
	CE  DO

PO Test

	8. Demonstrates the ability to prioritize effectively, choosing cost-effective options and approaches that yield the best results.


	
	CE  DO

PO Test

	9. Demonstrates continued acquisition of knowledge and expertise to effectively accomplish unit’s goals and objectives.


	
	CE  DO

PO Test

	10. Demonstrates understanding of how own behavior affects others and what action to take to produce positive outcomes.


	
	CE  DO

PO Test

	11. Demonstrates effective communication skills including listening, showing respect for other points of view, presenting own ideas clearly and persuasively.


	
	CE  DO

PO Test

	12. Accepts new challenges as a learning opportunity and actively learns from experience.
	
	CE  DO

PO Test

	13. Demonstrates the ability to embrace and facilitate change.
	
	CE  DO

PO Test

	14. Promotes safe work practices among department staff to prevent injuries to employees and others.
	
	CE  DO

PO Test

	15. Complies with all laws and regulations and  policies in performing job responsibilities. 
	
	CE  DO

PO Test

	Specific Job Competencies
Demonstrates and keeps a current working knowledge of JCAHO standards.


	
	CE  DO

PO Test

	Demonstrates a working knowledge of and proficiency with computer systems and software appropriate to the position.


	
	CE  DO

PO Test

	Able to effectively communicate with co-workers and customers using verbal, written and interpersonal skills.
	
	CE  DO

PO Test

	Demonstrates strong analytical skills to complete data aggregation and trending.
	
	CE  DO

PO Test

	Demonstrates ability to accommodate multiple demands, effectively prioritizing and organizing approaches.


	
	CE  DO

PO Test

	Ability to prepare and deliver presentations to all levels of management and professional groups.
	
	CE  DO

PO Test

	Demonstrates effective training skills with other staff members.
	
	CE  DO

PO Test

	Demonstrates the ability to work effectively in a team or as an individual.
	
	CE  DO

PO Test

	Maintains current calendar of survey activities.
	
	CE  DO

PO Test

	Demonstrates initiative in providing information to customers.
	
	CE  DO

PO Test

	Demonstrates effective project leadership.
	
	CE  DO

PO Test

	Effectively educates leadership, staff and physicians on relevant regulatory and compliance issues.
	
	CE  DO

PO Test


