XYZ Job Description –   Manager/Director/Executive p. 6

XYZ Health System

Anywhere, USA

JOB DESCRIPTION
Manager/Director/Executive

Job Title:   Corporate Compliance Director                        Department:  Corporate Compliance
Reports To:  General Counsel, Corporate Compliance Officer     Cost Center:  6150  


(Title)

Wage and Hour Status:  X  Salaried


Approved By:




 





 

Senior VP/VP/Administrative Executive/Director    Date

Human Resources--        Date











Compensation

JOB SUMMARY:

The Compliance Director develops, organizes, manages and directs the functions of the Corporate Compliance department for the XYZ and ABC Health Systems and provides leadership and direction for a wide variety of regulatory, accreditation and internal standard compliance.  Responsibilities include; working with department Management to ensure the organization has in place compliance policies and operations procedures to promote compliance, participating in issues resolution processes, conducting, coordinating or directing activities of investigation of compliance issues, ensuring initial and on-going compliance training/education is provided to all employees; and conducting and overseeing periodic monitoring and auditing of compliance activities.  The position requires maintaining a productive and positive working relationship both internally with all levels of the organization and externally with organization customers.  In addition, the position is responsible for standard management activities of human resource management, fiscal responsibility, information sharing, quality improvement, and is the designated Privacy Officer for XYZ. 

JOB QUALIFICATIONS/EDUCATION/EXPERIENCE REQUIREMENTS:

Education/Experience:  

1. Master’s degree in Nursing, related field or equivalent.  Over five years healthcare experience with progressive responsibility with regulatory, accreditation, and other compliance issues.    

Licensure/Credentials:   

Knowledge, Skills, Abilities and Mental Requirements:  

1. Proven leadership skills in developing, directing, organizing, managing, coordinating and monitoring complex processes.  

2. Working knowledge of and ability to interpret, or requests accreditation, regulatory, and legal information relating to compliance (HIPAA, EMTALA, and other related compliance obligations of the corporation.)

3. Ability to manage organizational change, problem solve, make and implement high impact decisions.  

4. Excellent analytical skills, including the ability to discern the nature of the practice of medicine, and the practical application of regulatory requirements.  

5. Good written and verbal communication skills to influence others and initiate change. 

6. Good working knowledge of personal computers and office software (word processing, spreadsheets, databases, and presentation packages).

7. Demonstrated ability and willingness to learn and apply new and upgraded systems to job responsibilities. 

Age-Related Categories: Not Applicable    X       

PHYSICAL DEMANDS/SAFETY REQUIREMENTS/WORKING CONDITIONS:

Physical Demands: See attached Physical Demands document.   

Safety Requirements: See attached Job Safety Analysis  

Responsible to use appropriate procedures and techniques as outlined in the attached Job Safety Analysis for this position and complete annual safety training as required.
Working Conditions: 

Normally works weekdays; pace includes managing a number of projects.  Work is usually performed in an office with good lighting and ventilation.  Work may include walking a distance over the medical campus.  Work may include off-site basis, which would involve driving distance of involved facilities.  Some requirement to work beyond normal workday.

JOB RESPONSIBILITIES AND FUNCTIONS/COMPETENCIES:

*Denotes essential functions

Weight

	  20
1.0


	Responsible for directing the Corporate Compliance Program for XYZ and ABC. 

Supports, develops, and implements compliance initiatives to promote an environment compliant with regulation and ABC/XYZ standards, including all policies and procedures related to assuring the privacy of protected health information.

	     
	*1.1
	Works with staff to develop, implement, review and update compliance policies and procedures.

	
	 1.2
	Works with staff to ensure understanding of requirements for policies and operational procedures.

	
	 1.3
	Ensures there is a process in place for reporting, documenting, investigating and responding to compliance incidents.

	
	 1.4
	Provides leadership/guidance for resolution of issues and ensures issues are investigated promptly and according to established procedures.

	
	 1.5
	Ensures that specialized training is provided for management/supervision in departments where documentation indicates a trend or pattern of non-compliance.

	                           
	 1.6

 1.7
	Ensures that initial and on-going training/education is provided to staff on compliance issues to contribute to a thorough understanding.

Is the designated Privacy Officer for XYZ.


	_10_2.0
	Conducts and oversees periodic monitoring/auditing of compliance activities to ensure on-going compliance and to assess for improvement of processes including HIPAA privacy regulations.  

	
	*2.1
	Reviews, on a periodic basis, incident statistics and other documentation of compliance activities.

	
	 2.2
	Monitors closely compliance activities in areas where documentation indicates a need.

	
	 2.3
	Conducts assessments to monitor existing practices or help develop standards and procedures to support compliance.

	
	 2.4
	Identifies needs and opportunities, makes recommendations and works effectively and tactfully to correct deficiencies.


	   20
3.0
	Responsible to oversee and coordinate all components of the compliance program in order to promote effectiveness.

	
	
	

	
	 3.1
	Participates in issue resolution including convening appropriate task forces.

	
	*3.2
	Facilitates development of operational procedures that meet organizational compliance objectives.

	
	 3.3
	Coordinates the activities of staff who investigates and resolves compliance issues.

	
	*3.4
	Monitors ABC/XYZ's compliance program and reports compliance and non-compliance issues to the Corporate Compliance Officer.

	
	*3.5
	Works with education and training of staff and others to insure that employees, management and Board are aware of compliance issues, that education programs are timely and effective, that the employee hotline is maintained and that all compliance issues are thoroughly investigated and appropriately resolved.


	   10
4.0
	Responsible for human resource management in order to achieve successful operations and positive employee relations.  Responsible for maintaining a minimum of 95% department compliance with all JCAHO Human Resource Standards.

	
	*4.1
	Serves as a role model for all employees through adherence to and positive support of all XYZ policies, programs and activities.

	
	*4.2
	Interprets and administers personnel policies in a fair and consistent manner.

	
	*4.3
	Determines appropriate staffing as indicated by the XYZ strategic plan and department goals and objectives.

	
	*4.4
	Establishes job descriptions consistent with XYZ policies and reviews and updates job content on a regular basis.

	
	 4.5
	Selects qualified employees for employment according to XYZ guidelines.

	
	*4.6
	Provides ongoing staff development including orientation, training and/or continuing education consistent with XYZ and department needs, goals and objectives.

	
	 4.7
	Conducts timely employee performance reviews consistent with XYZ policies.

	
	 4.8
	Conducts employee disciplinary procedures with appropriate documentation according to established employee relations practices.

	
	 4.9
	Monitors employee attendance and turnover to ensure department effectiveness.

	
	*4.10
	Encourages employee involvement in creative problem solving.


	   10
5.0
	Responsible for consistent, value-added, and timely information sharing or dialog about XYZ initiatives and department or section-based work efforts to ensure effective operations, effective working relationships, and informed and engaged employees.

	
	*5.1
	Practices active and receptive listening skills; uses advanced-level skills such as persuasion, consensus building, and influence-without authority to produce effective work results with a minimum of confusion; practices courtesy, tact and honesty in all internal and external work relationships.

	
	 5.2
	Develops reliable, consistent, and timely systems to communicate with direct reporting staff in both routine and emergency situations.  Holds regularly scheduled staff meetings (at a minimum, monthly) and makes information available to staff.

	
	*5.3
	Masters a variety of communication tools including the writing of memos, project updates, meeting agendas/minutes, etc.; the use of communication technology including e-mail and voice mail; the facilitation of small group work sessions; and one-to-one interactions including developing rapport, recognition and reward of work well done, and performance coaching.

	
	*5.4
	Anticipates the likely response to shared information and selects the most effective language, timing, and method to ensure that the information is clearly understood and that expectations for subsequent actions or behavior are clearly stated.

	
	*5.5
	Identifies and effectively facilitates interpersonal or professional conflict management, or seeks appropriate support to do so.


	   10
6.0
	Responsible for effective fiscal management to ensure proper utilization of financial resources in accordance with the strategic plan, mission, goals and values of XYZ.

	
	*6.1
	Develops department capital and operating budgets with appropriate input from staff according to established process.

	
	*6.2
	Monitors department budget and reports variances as required.

	
	*6.3
	Pursues cost savings or revenue generation within own area of responsibility.  Collaborates with others to achieve organizational cost-saving and/or revenue generation.

	
	 6.4
	Uses evidence of best practices, efficient workflow and processes, utilization, and other information to determine appropriate FTE levels.  Follows internal processes and approval mechanisms for eliminating and/or adding FTEs.


	   10
7.0
	Serves as a leader and role model in support of XYZ continuous quality improvement efforts in order to achieve high quality and ongoing improvement in all areas of care and service.

	
	*7.1
	Works with staff to develop, implement, review and update quality improvement efforts.

	
	*7.2
	Conducts and/or coordinates training sessions for department staff and/or integrates discussions of quality improvement into day to day business operations.

	
	*7.3
	Ensures that the department’s key processes, customers, customer requirements and satisfaction are identified, reviewed and updated on an ongoing basis.


	   10
8.0
	Responsible for personal and professional development which will ensure current knowledge in health care management and relevant areas of specialty in order to achieve organizational effectiveness.

	
	*8.1
	Identifies personal and professional areas for improvement and actively seeks out ways to meet developmental needs.

	
	*8.2
	Represents XYZ in a positive manner when engaged in work-related activities of community organizations.

	
	  8.3
	Participates in literature review, internal and external conferences, training and networking for purposes of enhancing knowledge base.

	
	  8.4
	Maintains membership in appropriate professional organization(s).


	  100
9.0
	Responsible for personal conduct, which maintains adherence to the XYZ Corporate, Compliance program, promotes organizational effectiveness and maintains a high quality work environment.

	
	*9.1
	Reports to work on time and completes scheduled shifts during assigned work hours.

	
	*9.2
	Adheres to all policies regarding patient, employee, and business confidentiality standards.

	
	*9.3
	Maintains adherence to all compliance regulations, employment requirements (including annual safety and other organizational directives and training initiatives), Mantoux testing, and credential verification.

	
	*9.4
	Complies with department standards for attendance and participation at staff meetings.

	
	*9.5
	Maintains compliance with behavioral standards as listed in the Employee Handbook.

	
	*9.6
	Reports for work free of alcohol and/or illegal drugs. 

	
	*9.7
	Complies with work performance expectations and completes corrective action plans when necessary.

	
	*9.8
	Cooperates with co-workers and others as appropriate and necessary to accomplish the work requirements, programs and goals of the work unit/department/organization.


MISSION/VALUES/BEHAVIORAL EXPECTATIONS:  

The person in this position is required to know and uphold the XYZ mission and values, demonstrate the behavioral expectations of XYZ and demonstrate the ability to explain the specific application of the mission and values to this job.

DECISION-MAKING AUTHORITY:

Authority level is as directed by the Corporate Compliance Officer.  This position has the authority to recommend change processes and to initiate and coordinate investigations of violations of law, regulations, or corporate compliance policies.
SUPERVISORY AND/OR BUDGET RESPONSIBILITIES:

This position is responsible for an annual operating budget of:  to be determined 

Directly supervises one position, Corporate Compliance specialist, with additional 2 to 5 positions yet to be determined .
Distribution:  Original to Human Resources



Copy on file in department

Dates:

06/98

Revised, 12/99; 11/02; 07/03, 1/04, 8/04

