ALTA BATES SUMMIT MEDICAL CENTER

EXEMPT POSITION SUMMARY FORM
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POSITION TITLE





POSITION TITLE OF SUPERVISOR

Cardiovascular Services Manager




Assistant Administrator,

Alta Bates Campus





Professional Services


JOB CODE/GRADE
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NAME OF INCUMBENT EMPLOYEE



NAME OF SUPERVISOR







Allen Bengtson
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DEPARTMENT OR UNIT




DATE

Cardiovascular Services/Alta Bates Campus



April 1, 2004
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JOB SUMMARY



Under the direction of the Assistant Administrator of Professional Services, administers the operation of the Cardiovascular Services, including the noninvasive vascular laboratory, vascular rehabilitation, noninvasive and invasive cardiology labs and cardiac rehabilitation.  The operation of Cardiovascular Services includes the supervision of all staff, the preparation of the annual budget and overseeing compliance with all federal, state and local regulatory protocols at the Alta Bates Campus and Cardiac Rehabilitation at the Summit Campus.
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MINIMUM QUALIFICATIONS REQUIRED

Education

BA/BS in related healthcare science.

Experience

Minimum of five (f) years experience managing a large complex invasive or noninvasive cardiology or vascular service.

Special Qualification

Must have excellent communication and organization skills.

Excellent supervisory and leadership skills.

Ability to facilitate compromise among groups.

Serve as a professional role model.

Ability to exercise diplomacy and objectivity.



PHYSICAL REQUIREMENTS

Ability to meet hearing and visual test requirements

Ability to exercise mobility



PROFESSIONAL EXPECTATIONS

The position reports directly to the Assistant Administrator of Professional Services.  This position is involved with many clinical areas of the hospitals at both campuses, including the critical care units, emergency care, surgical, interventional radiology and neonatal areas.  On an outpatient basis, the manager interfaces with cardiac and vascular rehabilitation, adult congenital and congestive heart failure programs.





NATURE OF CHALLENGES AND PROBLEMS

1. Preparation, monitoring and control of labor and non-labor budget.

2. Preparation of capital budget.

3. Maintaining productivity and staff morale.

4. Compliance with Title 22, JCAHO, and other federal, state and local regulatory agencies.

5. Development and implementation of performance improvement and quality assurance programs.

6. Maintaining state-of-the-art technology within financial constraints.

7. Development of new programs.



ESSENTIAL FUNCTIONS

1. Develop and control annual departmental operating and capital budget.

2. Monitor and control labor utilization.

3. Develop and implement department policies and procedures.

4. Oversee operations of the diagnostic laboratories in vascular and cardiac services at the Alta Bates Campus

5. Oversee operations of the vascular and cardiac rehabilitation programs at Alta Bates and Summit Campuses.

6. Oversee office management.

7. Hire and terminate employees.

8. Work with Human Resources on employee-related issues.

9. Develop and implement performance improvement plan.

10. Develop and implement quality assurance activities.

11. Maintain current billing system and insure submission of charges.

12. Ensure care and maintenance of equipment.

13. Develop, market and manage new programs.

14. Promote effective interaction within a multi-disciplined team.

15. Facilitate educational programs.

16. Promote community resource activities.

17. Adhere to safety practices as required by the hospital and external agencies.

18. Promote customer service standards as defined by the organization.

19. Assure department compliance with federal, state and local regulatory protocol.

20. Serve as a liaison between hospital departments, referral sources and community agencies.

21. Promote and maintain satisfaction of patients and referral sources.

22. Promote and maintain employee compliance training.

23. Exercise diplomacy, objectivity and professionalism.

24. Represent the cardiovascular services as needed.



CONTROLS AND FREEDOM TO ACT

Decisions Made By Manager:

a. Hire, terminate, evaluate and schedule personnel.

b. Initiate and complete grades of disciplinary action.

c. Develop and implement new policies and procedures within guidelines set by hospital.

d. Purchase supplies and equipment that have prior budget approval.

e. Approve and designate staff to attend continuing education programs.

f. Develop cost reduction contingency plans.

Decisions Referred to Director:

a. Procurement of supply or minor capital items in excess of $500 each.

b. Approval for major budget items and new procedures.

c. Final approval for hiring and firing employees.

d. Final approval for policy changes.



PRINCIPAL CONTACTS

a. Internal:  Assistant Administrator, department managers, department physicians, referring physicians, nursing unit directors.

b. External:  Vendors, consultants, accreditation agencies, professional organizations.



PRINCIPAL ACCOUNTABILITIES

a. To provide overall supervision for:

· Diagnostic invasive and noninvasive services (Alta Bates Campus)

· Technical and professional staff

· Support and clerical staff

· Rehabilitation services  (Alta Bates & Summit Campus)

· Research programs

· Related outpatient clinics

b. To ensure:

· Adequate staffing, training and orientation

· Adherence to JCAHO and hospital safety standards

· Safe radiation practices

· Compliance with state and federal regulations

· Adherence to infection control policies

· Safe working environment

c. To maintain:

· Expenses within budget 

· Productivity within hospital standards

· Quality assurance/control activities

· Customer service standards

d. To promote:

· High-quality clinical services

· New programs

· Community education

· Health care education

Physical/Work Conditions Checklist

Job Title: Manager, Cardiovascular Services
Full Time (X)   Part Time ( )   Per Diem ( )  Temp ( )

Check the appropriate entry for each of the following items to describe the extent of the specific activities performed by this position.  If necessary please describe the action in the box provided (i.e., items carried or pushed).  The following terms are used to designate the frequency of activities performed during a regular work shift:


Never (N):

Not At All


Infrequently (I):

0 to 10% of work shift – less than 2 hrs/day


Occasionally (O):

11 to 24% of work shift – up to 2 hrs/day 


Intermittently (T):

25 to 49% of work shift – up to 4 hrs/day – define probable duration


Frequently (F): 

50 to 74% of work shift – up to 6 hrs/day


Constantly (C): 

75 to 100% work shift – up to 8 hrs/day

1. Physical Activity
N
I
O
T
F
C
  DESCRIPTION

Sitting



X




Standing



X




Walking


X





Bending

X






Crawling
X







Climbing
X







Reaching above shoulder
X







Reaching below shoulder
X







Reaching at shoulder

X






Crouching
X







Kneeling
X







Balancing
X







2. Lifting
N
I
O
T
F
C
  DESCRIPTION

01-10 LBS

X






11-20 LBS
X







21-50 LBS
X







51-100 LBS
X







100+ LBS
X







Physical/Work Conditions Checklist


Never (N):

Not At All


Infrequently (I):

0 to 10% of work shift – less than 2 hrs/day


Occasionally (O):

11 to 24% of work shift – up to 2 hrs/day 


Intermittently (T):

25 to 49% of work shift – up to 4 hrs/day – define probable duration


Frequently (F): 

50 to 74% of work shift – up to 6 hrs/day


Constantly (C): 

75 to 100% work shift – up to 8 hrs/day

3. Carrying
N
I
O
T
F
C
  DESCRIPTION

01-10 LBS

X






11-20 LBS
X







21-50 LBS
X







51-100 LBS
X







100+ LBS
X







4. Push/Pull
N
I
O
T
F
C
  DESCRIPTION

01-20 LBS

X






21-50 LBS
X







51-100 LBS
X







100+ LBS
X







5. Repetitive Hand Motion
N
I
O
T
F
C
  DESCRIPTION

Simple RT

Grasping LT

X

X






Firm Grasping

          RT

          LT

X

X






Fine Manipulation

          RT

          LT

X

X






Repetitive Wrist/ Finger



X

X




Keyboard




X



Writing




X



Physical/Work Conditions Checklist


Never (N):

Not At All


Infrequently (I):

0 to 10% of work shift – less than 2 hrs/day


Occasionally (O):

11 to 24% of work shift – up to 2 hrs/day 


Intermittently (T):

25 to 49% of work shift – up to 4 hrs/day – define probable duration


Frequently (F): 

50 to 74% of work shift – up to 6 hrs/day


Constantly (C): 

75 to 100% work shift – up to 8 hrs/day

6. Repetitive Foot Motion
N
I
O
T
F
C
  DESCRIPTION

Right Foot
X







Left Foot
X







Both
X







7. Vision/Hearing
N
I
O
T
F
C
  DESCRIPTION

Near Vision




X



Far Vision


X





Color Discrimination
X







Horizontal Field
X







Hearing Sensitivity



X




8. Postures/ Movements
Max.

Consecutive 

Min/Hrs
Total Hours Per Shift
Position Change Optional?
DESCRIPTION

Stationary Standing

0



Standing with Movement

1-2

Discussions and conferences while rounding



Sitting

4-5
YES
Office work, meeting with staff or other personnel



Walking
 
1-2
YES
Making rounds



Physical/Work Conditions Checklist


Never (N):

Not At All


Infrequently (I):

0 to 10% of work shift – less than 2 hrs/day


Occasionally (O):

11 to 24% of work shift – up to 2 hrs/day 


Intermittently (T):

25 to 49% of work shift – up to 4 hrs/day – define probable duration


Frequently (F): 

50 to 74% of work shift – up to 6 hrs/day


Constantly (C): 

75 to 100% work shift – up to 8 hrs/day

EXPOSURE TO WORKING CONDITIONS

EXPOSURE TO:
N
I
O
T
F
C
  DESCRIPTION

Wet
X







Humid
X







Noise

X






Vibrations
X







Chemicals
X







Climbing
X







Blood/Body Fluids
X







Fumes
X







Odors
X







Dust

X






Poor Ventilation
X







Radiation
X







Moving Objects
X







Confined Spaces
X







High Elevations
X







Slippery Surfaces
X







Safety Equipment
X







Special Clothing
X







Carpeted Floor

X






Linoleum Floor

X






Other Hazards
X







Physical/Work Conditions Checklist

For each of the categories below, list some specific tasks that will be performed on an on-going basis.

Sample responses:

Reading
Technical reports, manuals, correspondence, medical records, written instructions

Writing
Business correspondence/memos, technical reports, telephone messages

Math
Simple mathematical functions, statistical operations/analysis, measuring items

Complete each of the following:

Reading
Reports, manuals, correspondence, newsletters, professional journals

Writing
Evaluations, memos, reports, manuals

Math
Monthly financial statements, monthly QC reports, time cards

Detail Orientation
Review of time cards, LCMR, HBSI, FOF and other regular reports

Repetition
N/A

Independent Judgment
Change in policies and practices within department, disciplinary action, ways to thank staff, improve patient satisfaction

Interpersonal Skills
Dealing with staff, emails, negotiating with other departments 

Meeting Deadlines
Evaluations, reports, budget

Reporting to More Than One Supervisor
N/A

Works Around Others
Department staff, other hospital employees, patients, families

Works With Others
Interface with radiology, nuclear medicine, surgery day care, pre-op testing, emergency department, nursing units, purchasing, payroll, finance and business services, vendors

Works Alone
Answering emails, preparing reports, budgets

1

