Three Pillars

JOB DESCRIPTION

	Job Title

CBRF Manager
	Department

Resident Services

	Reports To

Administrator of Health Services
	Review Date

     
	 FORMCHECKBOX 
  Exempt

 FORMCHECKBOX 
  Non Exempt

	I have reviewed and agree to the contents of this job description

(Signature & Date)


I. Position Summary:

Plan, organize, direct and evaluate the administrative and professional functions of Riverside Lodge CBRF.  Ensure quality care and services are provided for the residents of RSL. 

II. Principle Accountabilities:


* = Essential Functions

	
	Frequency
	Weight (%)

	A.
	Resident Care
	Daily
	40%

	1.*
	Maintain timely, accurate written charts/documents/records as required by law/regulations/Three Pillars policies and procedures.
	
	

	2.*
	Maintain a professional relationship with medical staff and consultants.
	
	

	3.*
	Report changes in patient’s condition to appropriate health provider.
	
	

	4.
	Schedule appointments and transportation (if necessary) for routine MD visits and referrals.
	
	

	5.*
	Supervise all aspects of resident life:  ADL’s, activities, housekeeping.
	
	

	6.*
	Provide first aid & Heimlich as needed to RSL residents.
	
	

	7.*
	Perform all duties of a Resident Technician when necessary.
	
	


	
	
	Frequency
	Weight (%)

	B.
	Administration
	Daily
	20%

	1.*
	Ensure compliance with local, state and federal operating regulations.
	
	

	2.
	Represent the CBRF at community activities and encourage community involvement.
	
	

	3.*
	Develop the RSL budget and operate within budgetary guidelines.  Hold department staff accountable for operating within budget.  Purchase routine equipment and supplies.
	
	

	4.*
	Compile and analyze operational data to efficiently manage the quality and cost of service provided as well as plan for new service development.
	
	

	5.*
	Make decisions based on factual information and logical conclusions.  Consider alternate courses of action and their consequences before acting.
	
	

	6.*
	Develop, and revise policies and procedures to maintain quality care, ensure a safe working environment, and meet regulatory requirements for staff and residents.
	
	

	7.
	Maintain good flow of communication between staff.  Preserve confidentiality.
	
	

	C.
	Supervise Staff
	Daily
	20%

	1.*
	Hire, train and develop Resident Technicians.
	
	

	2.*
	Coach and supervise Resident Technicians.  Conduct fair, accurate and timely performance evaluations.  Administer fair and consistent discipline.
	
	

	3.*
	Schedule Resident Technicians to staff RSL 24 hours/day, 7 days/week.
	
	

	4.*
	Maintain accountability for all tasks, duties or activities of RSL staff.
	
	

	5.
	Meet regularly with staff from PM and night shifts to assure continuity of care.
	
	

	6.*
	Set an exemplary model for staff through professional appearance, treatment of employees and showing dedication to company goals.
	
	

	7.*
	Assist with teaching and instructing of Resident Technicians as required.  Demonstrate techniques and equipment as necessary.
	
	


	
	
	Frequency
	Weight (%)

	D.
	Safety
	Daily
	10%

	1.
	Maintain Material Safety Data Sheets for RSL-CBRF.
	
	

	2.*
	Promptly investigate and follow through on all resident and employee incidents/injuries.
	
	

	3.*
	Provide a safe working environment for employees with an effective safety program to prevent injuries and return to work programs for those injured on the job.
	
	

	4.*
	Follow safety, security, infection control (including Standard Precautions)and hazardous materials policies and procedures.  Perform all tasks to assure resident and personal safety and the protection of Three Pillars property
	
	

	E.
	Other Responsibilities
	Daily
	10%

	1.
	Participate in meetings as needed.
	
	

	2.*
	Consult with other departments to coordinate efforts to provide services that meet organizational needs.
	
	

	3.*
	Achieve satisfactory performance in all performance evaluation areas.
	
	

	4.*
	Continually seek opportunities for Quality Improvement.
	
	

	5.*
	Actively recognize and appropriately respond to customer needs.
	
	

	6.*
	Keep current with job standards through inservice training, continuing education, personal and professional development.
	
	

	7.
	Other duties as assigned by supervisor.
	
	


III. Qualifications:

1.
Minimum education, certification and/or licensure:  Associate degree in a health care discipline.  First aid, CBRF and fire safety training.

2.
Physical requirements: Sit, stand, bend and push/pull frequently.  Lift objects weighing up to 50 pounds frequently.

3.
Mental requirements: Read, write and speak English fluently.  Handle hostile or emotionally upset residents, staff, families, etc.  Able to plan, direct and supervise daily care of the elderly.  Able to manage, evaluate and supervise staff.

4.
Experience: Three to five years experience in a health care geriatric setting with managerial responsibilities.

5.
Computer knowledge: Microsoft office.

IV. Working Conditions:

1.
Exposure to bloodborne pathogens risk category: 
 FORMCHECKBOX 
 I 
 FORMCHECKBOX 
 II 
  FORMCHECKBOX 
 III

2.
Work primarily:  FORMCHECKBOX 
 Indoors
 FORMCHECKBOX 
 Outdoors
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