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Medical Respite Program Manager
Job Title: Medical Respite Manager


Job Code: RNMGR
Direct Supervisor Title: Health Center Director 

Salary Grade: 8P
Program Area: LSS Faith Mission


EEO Classification: 1st/Mid Mgr.
Department Name: Medical Respite
 

LSSCO Classification: 10 or 11
Department Number: 530



FLSA Status: Exempt








Date Created: 06/01/2020 
Date Revised: 8/04/2022

General Summary:  
The Program Manager is responsible for planning, managing, delivering, and evaluating clinical and support services at the Medical Respite Program. Specifically, this position will supervise medical respite staff and develop and implement daily activities, coordination of care, and admissions to medical respite program. In addition to specific clinical and administrative functions, the Program Manager will participate as part of the medical respite team in planning for and implementing strategies to improve service delivery at Medical Respite as it grows and develops. The essential job functions include the following:

Essential Duties and Responsibilities:

· Oversee and manage Resident Specialists and Case Manager
· Facilities and manages day-to-day operations of the medical respite program

· Responsible for ensuring high quality patient care

· Monitoring patient volumes

· Responsible for clinical decision making for all admission from the hospital or other respite referral sources
· Facilitates and manages admissions to the medical respite program through review of records and identifying appropriateness of the referral.

· Maintains documentation and updated records for individuals participating in medical respite program. 

· Consults with other clinical professionals inside of The Center at Faith Mission, LSS, or outside clinical and supportive professionals for ongoing medical care of acute and chronic health issues. 

· Manages the delivery of services provided at medical respite sites and assists staff in the provision of that care

· Manages and directs activities of a multidisciplinary team and support staff (social workers and health workers)
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· Consults on clinically and psycho-socially difficult clients in the areas of (but not limited to) wound care, medication management, mental health, and case management.
· Provides staff in-service trainings and assists with onboarding process for medical respite staff. 

· Participates (as part of a multidisciplinary managed care team) in staff meetings and weekly clinical management meetings.

· Supervises, develops, and evaluates all assigned staff.

· Develops, maintains, and updates medical respite policies, procedures, and standards.

· Participates and collaborates with members of administrative team to develop systems that facilitate safe, efficient, and comprehensive care.

· Identifies staff training needs and participates in planning, developing, evaluating, and providing in-service trainings.

· Identifies program needs for growth and assists Executive Director with implementation of changes and policies to meet programming needs.

· Develops and implements on-going continuous quality improvement activities to evaluate effectiveness of medical respite program.

· Participates in research-oriented activities to aid in the dissemination of the successes and areas of improvement in the implementation of a Medical Respite program and to evaluate its effectiveness.

· Promotes effective communication.

· Performs other duties as assigned.

· Participates in the on-going clinical on call rotation for the Medical Respite Staff

REPORTING RELATIONSHIPS

SUPERVISES: 
· Medical Assistant(s) Resident Specialist(s)and Case Manager(s) 
QUALIFICATIONS

· Education: Graduate of an accredited school of nursing, or Licensure as a Registered Nurse (RN) or Licensed Practical Nurse (LPN) or Licensed Social Worker (LSW) with current, active license in the State of Ohio or Licensed Social Worker
· Language Skills:  Ability to read, analyze, and interpret general business periodicals, professional journals, technical procedures, and/or governmental regulations. Ability to write reports, business correspondence, and procedure manuals. Ability to effectively present information and respond to questions from groups of managers, clients, customers, and the general public.
· Mathematical Skills:  Ability to work with mathematical concepts such as probability and statistical inference. Ability to apply concepts such as fractions, percentages, ratios, and proportions to practical situations. Ability to compute rate, ratio, and percent and to draw and interpret bar graphs.
· Reasoning Ability: Ability to solve practical problems and deal with a variety of concrete variables in situations where only limited standardization exists. Ability to interpret a variety of instructions furnished in written, oral, diagram, or schedule form.
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EXPERIENCE:

· Current provider card in Basic Life Support (BLS) 
· 2-4 years Management experience 

· 5 years of clinical ambulatory experience, in home health, outpatient or inpatient setting

· Strong computer skills, including Word, Excel, and PowerPoint
REQUIRED KNOWLEDGE, SKILLS & COMPETENCIES 
· Problem Solving - Identifies and resolves problems in a timely manner; Gathers and analyzes information skillfully; Develops alternative solutions; Works well in group problem solving situations; Uses reason even when dealing with emotional topics.

· Oral Communication - Speaks clearly and persuasively in positive or negative situations; Listens and gets clarification; Responds well to questions; Demonstrates group presentation skills; Participates in meetings.

· Written Communication - Writes clearly and informatively; Edits work for spelling and grammar; Varies writing style to meet needs; Presents numerical data effectively; Able to read and interpret written information.

· Leadership - Exhibits confidence in self and others; Inspires and motivates others to perform well; effectively influences actions and opinions of others; Accepts feedback from others; Gives appropriate recognition to others.

· Managing People – Includes staff in planning, decision-making, facilitating and process improvement; Takes responsibility for subordinates’ activities; Makes oneself available to staff 24 hours per day, seven days a week; Provides regular performance feedback; Develops subordinates’ skills and encourages growth.

· Ethics - Treats people with respect; Keeps commitments; Inspires the trust of others; Works with integrity and ethically; Upholds organizational values.

· Organizational Support - Follows policies and procedures; Completes administrative tasks correctly and on time; Supports organization's goals and values; Benefits organization through outside activities; Supports affirmative action and respects diversity.

· Judgment - Displays willingness to make decisions; Exhibits sound and accurate judgment; Supports and explains reasoning for decisions; Includes appropriate people in decision-making process; Makes timely decisions.

· Motivation - Sets and achieves challenging goals; Demonstrates persistence and overcomes obstacles; Measures self against standard of excellence; Takes calculated risks to accomplish goals.

· Planning/Organizing - Prioritizes and plans work activities; Uses time efficiently; Plans for additional resources; Sets goals and objectives; Organizes or schedules other people and their tasks; Develops realistic action plans.
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· Professionalism - Approaches others in a tactful manner; Reacts well under pressure; Treats others with respect and consideration regardless of their status or position; Accepts responsibility for own actions; Follows through on commitments.

· Quality - Demonstrates accuracy and thoroughness; Looks for ways to improve and promote quality; Applies feedback to improve performance; Monitors own work to ensure quality.

· Safety and Security - Observes safety and security procedures; Determines appropriate action beyond guidelines; Reports potentially unsafe conditions; Uses equipment and materials properly.

· Dependability - Follows instructions, responds to management direction; Takes responsibility for own actions; Keeps commitments; Commits to long hours of work when necessary to reach goals; Completes tasks on time or notifies appropriate person with an alternate plan.

· Interpersonal Skills – Focuses on solving conflict, not blaming; Maintains confidentiality; Listens and remains open to others’ ideas and tries new things.

· Adaptability - Adapts to change in the work environment; Manages competing demands; Changes approach or method.

Physical Demands: The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

· While performing the duties of this job, the employee is regularly required to sit and talk or hear. 

· The employee is frequently required to use hands to key, finger, handle, or feel and reach with hands and arms. 

· The employee is occasionally required to stand and walk. 

· The employee must occasionally lift and/or move up to 25 pounds. 

· Specific vision abilities required by this job include close vision, ability to adjust focus, and visually monitor program participants.

Work Environment:  The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

· Busy environment with regular contact with chronically ill and homeless individuals. 
· The noise level in the work environment is usually moderate.

Note: The statements herein are intended to describe the general nature and level of work being performed by employees and are not to be construed as an exhaustive list of responsibilities, duties and skills required of personnel so classified. Furthermore, they do not establish a contract for employment and are subject to change at the discretion of the employer.
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I have read the Position Description for this position and fully understand its contents.

__________________________________________

____________________

Employee Signature
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