Walla Walla Community Hospice
1067 E Isaacs Avenue
Walla Walla, WA 99362

(509) 525-5561

Position Description: Hospice Administrator
Role:
The Hospice Administrator will oversee all aspects of the Walla Walla Community Hospice (WWCH) care program including staffing, fiscal management, interaction with patients and families, community relations, and regulatory compliance. The Administrator will be responsible for ensuring the delivery of quality care services to patients and their families, while also ensuring compliance with all relevant regulations and standards. This role requires excellent communication skills, a strong understanding of hospice care, and the ability to effectively manage a team. The Administrator is responsible for the oversight of the day-to-day operations of WWCH in compliance with current and future policies, procedures, and regulatory standards. The Administrator must be able to provide strong leadership, strategic direction and vision for the development and achievement of the organization’s mission and reports directly to the Board of Directors, which is the governing body of WWCH. 
Qualifications: 
· Hospice Administrator Certification preferred.
· Degree in healthcare administration, business administration, or a related field, or
· At least 3-5 years of experience in hospice administration or a related role, with a proven track record of success.

· Knowledge of federal, state, and local regulations governing hospice care.

· Valid license or certification in healthcare administration or a related field (if applicable).

· CPR certification (if applicable).

· Registered Nurse or another clinical license, preferred.
Skills:
· Strong leadership and management abilities, with the ability to effectively lead and inspire a team to set measurable goals and promote the engagement of staff in achieving those goals.
· Excellent communication skills, both verbal and written, with the ability to effectively communicate complex information to a variety of audiences.

· Strong organizational and multitasking skills, with the ability to prioritize tasks and meet deadlines in a fast-paced environment.

· In-depth knowledge of hospice care principles, practices, and regulations.

· Proficiency in computer systems and software relevant to hospice operations.

· Compassionate and empathetic approach to patient care, with the ability to provide emotional support to staff, patients, and patient families as needed.
· Strong problem-solving skills, with the ability to think critically and make sound decisions.

· High ethical standards and a commitment to maintaining confidentiality and privacy of patient information.

· Can work effectively as part of a multidisciplinary team in a positive, professional manner which supports the mission of the organization. 

· Demonstrated effective leadership skills in ethics, fiscal management, strategic planning, human resources, quality management, operations, and community outreach and advocacy. 

· Must be able to take direction from the board but work independently absent daily oversight. 

Responsibilities:

This is a list of the major responsibilities of the position for guidance and is not intended as a complete list, and it may be modified in writing by the Board of Directors at any time to reflect the changing needs of WWCH. 

· Oversee and manage all aspects of hospice operations, including patient care, staff management, budgeting, policies, procedures, and ensure compliance with all laws and regulations.

· Oversee all aspects of talent management including recruitment, retention, training, supervision, and professional development. 
· Monitor and evaluate the performance of staff members, providing feedback and implementing corrective action as necessary to ensure a high standard of care.

· Foster a positive and supportive work environment, promote a culture of teamwork and professionalism, and maintain a culture which attracts, keeps, and motivates a diverse staff of top-quality people.
· Stay informed about developments in the field of hospice care, actively seeking opportunities for professional development and incorporating new knowledge into practice.

· Demonstrate leadership in assisting the board in developing and executing organizational goals, objectives, and long-term strategies to achieve Hospice’s mission and vision.
· Communicate and maintain the vision that reflects the organization’s goals, priorities, and appropriate professional standards.

· Organize information/data to identify/explain major trends, problems and causes and provides it to the board along with recommendations. 

· Ensure compliance with all types of government and other regulatory requirements, licenses, reports, standards of practice, policies and procedures which apply to all aspects of the organization.
· Oversee and coordinate the overall administrative activities and operations including but not limited to building/property management, risk management, HIPAA requirements, compliance program, safety program, and quality assurance program.
· Collaborate with board chairpersons to plan governing body meeting agendas and provide background materials to support meeting agenda.
· Oversee and support patient care including care coordination, analyzing quality data and conduct trending and action planning to improve clinical outcomes that are evidence-based practices.
· Maintain adherence to financial controls and accounting policies and procedures, oversee assets and expenditures in a fiscally responsible manner to implement the organization’s long-term goals.
· Collaborate with board of directors and staff to plan and execute fundraising and donor programs.
· Oversee the financial aspects of hospice: Accounts payable, accounts receivable, labor cost, billing, contract negotiations, and annual budget preparation, review and present for final approval to the board of directors. 
· Serve as a liaison between the hospice and external stakeholders, including government agencies, community organizations, and healthcare providers build and maintain relationships to strengthen the role of the organization in the community.
· Oversee the public relations program which allows for interpretation of the agency’s services and fosters good working relations with all aspects of the community. 
· Oversee the selection, supervision, training and evaluation of staff and volunteers to reach organizational goals and strategic outcomes according to organization policy.
· Oversee all salary and benefit plans including medical insurance and retirement plan, maintenance, and security of personnel records.
· Ensure effective and on-going education and training of team members, evaluation of performance, and the provision of appropriate coaching and counseling.
· Establish criteria and/or work procedures to achieve a high level of quality, productivity and service.
The position of Hospice Administrator is on an at-will basis. This means that either the employee or the employer may terminate the employment relationship at any time, with or without notice or reason, unless expressly prohibited by law.

Employee Signature:  _________________________________________              Date:  ____________________
