JOB DESCRIPTIONS: SAN JUAN COUNTY PUBLIC HOSPITAL DISTRICT NO. 1

	Job Details

	Job Title:
	Assistant Executive Director Village at the Harbor 

	Job Number:
	VATH
	Supervisor: 
	Executive Director

	Date Posted:
	
	FTE:
	1.0 FTE

	Job Location:
	Friday Harbor, WA
	Agency:
	Village at the Harbor 

	Wage:
	$100,000 – $125,000 salaried, exempt
	Benefits:
	Medical, Vision, and Dental (multiple plans available), HSA for eligible plans, PTO,  
Retirement- PERS Account

	Management Position: 
	Yes
	Number of Direct Reports:
	3-5

	Description

	Job Definition 
	Responsible for the day-to-day operations of Village at the Harbor including management of kitchen staff, housekeeping, the care team, and activities. Assures compliance with all laws, rules, regulations, and policies and procedures. Assist in District initiatives as requested and work with administrative division as needed. Works collaboratively with San Juan Island EMS and Village at Home as agencies under the same hospital district. Support the District’s goals and objectives.


	Job Duties
	· Set the operational pace and tenor of the community, day-to-day operations; set staffing levels, schedule oversight, in collaboration with all appropriate department heads and the Executive Director
· Manage the  Director of Dining Services, Director of Care Services, Activities Director, and housekeeping staff (there is no lead for this department). This includes the following departments: Healthcare Services, Environmental Services (housekeeping), Kitchen Services, and Activities.
· Train employees on systems use - Tyler Tech, When-I-Work, Eldermark and Safety protocols orientation – Fire alarm notebook, AED, 1st aid and biohazard kits.
· Work with Human Resources and department heads for personnel matters such as onboard new employees, training, discipline, etc. 
· Run background checks and submit Fingerprints to DSHS for employees and volunteers (as applicable). 
· Approve timesheets for direct reports and ensure they are completed for all staff.
· Provide leadership on building community direction and goals. Oversee healthcare compliance aspects of LTC facility management, perform prep for WA State surveys. 
· Stand in for the Executive Director and/or participate when requested on District initiatives and District needs. 
· Adhere to the highest standards of government and assisted living in providing vital services in an accountable, ethical, and transparent way for the public that we serve.
· Execute routine spending consistent for all departments under their authority, consistent with the budget, and under the direction of the Executive Director, not to exceed $1,000 per purchase.
· Help promote and sell the agency’s services, and work with residents and their families under the Direction of the Executive Director.
· Ensures the Community operates in accordance with all applicable regulations and Community-specific policies and procedures.
· Performs and/or oversees the selection, supervision, discipline, and termination (if needed) of staff, including appropriate documentation in personnel files.  
· Ensures that facility records with area of control are maintained in an accurate manner and in accordance with policies and procedures and regulatory requirements, including tenant, personnel, and administrative records.
· Provides routine reports and other requested information as needed to leadership. 
· Serve on call up to two weeks a month in the event of facility after-hours emergencies and urgent needs; cover for other agency leadership as needed.
· Performs other duties as required.  

	Working Environment 
	All applicants must have a desire to work with the elderly in an environment that upholds their privacy, dignity, choice, independence, and individuality. This position is conducted in a long-term care facility and the incumbent will work in an environment where pathogens, viruses, and hazardous materials exist. The employee holding this position will be exposed to residents’ activities of daily living, which may include bodily fluids, infections, strange odors, behavior of residents, and occasionally unpleasant surroundings. 

All applicants must be able to regularly move up to 30 pounds and occasionally move more than 50 pounds; must be able to traverse an average of two miles daily and spend long periods of time stationary; must possess sight/hearing senses, or use prosthetics that will enable these senses to function adequately so that the requirements of this position can be fully met.

	Qualifications 

	Minimum Experience Requirements 
	· Leadership experience and demonstrated ability to work with others and manage routine and emergency situations 
· Strong written and verbal ability 
· Familiarity with RCWs and WACs for assisted living facilities (e.g. RCW 18.20 and Chapter 388-078A WAC) as well as licensing, nurse delegation, food services, medication assistance, and other assisted living service regulations 
· Familiarity with the healthcare and/or elder care industry  
· Must be able to relate to residents and staff in a courteous and diplomatic manner under all circumstances
· Must be able to work flexible and on-call hours, including weekends and occasionally nights 
· Able to pass a background check, drug test, and other requirements consistent with District policy, including Marijuana use 


	Preferred Experience
	· Background in adult education and/or training    
· Register Nurse strongly preferred; we are willing to waive some other requirements and train for the right person. 
· Familiarity with Medicare, Medicaid, and private pay insurance regulations 
· Familiarity with local government rules and regulations in the State of Washington such as the Public Records Act (RCW 42.56), Open Public Meetings Act (42.30), public finance, public hospital districts (RCW 70.44), etc. 
· Experience in government is a plus but not required
· Ability to act as a MedTech or resident assistant when needed with the necessary certification


	Education and Certifications 
	· Bachelor’s degree or higher, preferably in a healthcare or business management field, or substantial equivalent experience 
· Certified CPR and First Aid (required within six months of hire), preferably Basic Life Support High Performance CPR 
· DSHS Assisted Living Facility Administrator Training (required within one year of hire if classes are held by the state)
· Meet one of the options to qualify to be the administrator of an assisted living facility under WAC 388-78A-2500 through 388-78A-2570


	Equal Labor Laws

	San Juan County Public Hospital District No. 1 is an equal employer under U.S. federal law. We prohibit discrimination and harassment of any kind based on race, color, sex, religion, sexual orientation, national origin, disability, genetic information, pregnancy, or any other protected characteristic as outlined by federal, state, or local laws. All applications are screened with the aforementioned information removed to ensure that applications are reviewed equally and fairly. Women, veterans, and minorities are encouraged to apply for this position. 

The Rehabilitation Act protects qualified individuals from discrimination based on disability in hiring, promotion, discharge, pay, fringe benefits, job training, classification, referral, and other aspects of employment. San Juan County Public Hospital District No. 1 will make reasonable accommodations for any hired employee.

This position is salaried, exempt and at will. Washington State Law requires all employees one ten-minute rest break every four hours, and a thirty-minute unpaid lunch period for any shift over six hours.
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