Community Hospice of Northeast Florida
Job Description

Job Title:



Director of Home Care
Department: 


Home Care Hospice Services and Triage/CIC
Reports To:  


Sr.VP Hospice Operations

Supervises (If Applicable): 
Managers of Home Care Teams
Date Prepared:


May 2016
Position Summary:
Under the general direction of the Sr. VP Hospice Operations, this position will be responsible for the day to day home care operations which include management of nursing practices, patient care delivery, the development of personnel, and compliance with regulatory standards, strategic planning and the fostering of interdisciplinary collaborative relationships within various divisions within the organization.

Primary Responsibilities:
1. Participates in recruiting, selecting, hiring, counseling and terminating staff within the division. 

2. Maintains quality staff by orientation, education, supervision and support.
3. Evaluates staffing availability and reports to supervisor when adjustments are required.

4. Monitors staff assignments based on census, acuity and geographic location.
5. Monitors and maintains adherence to policies regarding attendance, time off requests and replacements.

6. Demonstrates developmental action to encourage and prepare Patient Care.

7. Administrator of additional management responsibilities.
8. Establishes and manages goals and objectives through analysis and strategic planning.

9. Anticipates customers’ needs and meets with center representatives to facilitate effective communication. 

10. Investigates and resolves customer concerns to ensure continuity of care.

11. Actively seeks ways to develop professional relationships and promotes the organization program within centers and community.

12. Collaborates with divisional Medical Director and ARNPs to assure physician compliance with all federal, state and organizational standards, policies and procedures.

13. Collaborates with other organization personnel to develop effective models of quality care provision.
14. Assists with budget preparation using organizational guidelines to ensure adequate resources for staffing, supplies and capital items needed for patient care.
15. Assists with payroll process for Patient Care Administrators and Patient Care Team Assistants.

16. Completes performance appraisals for all direct reports in accordance with organizational protocol; oversees completion and reviews performance appraisals of all nursing and social services divisional staff.

17. Communicates routinely with supervisor for patient/caregiver status, care delivery concerns, treatment modalities and center trends.

18. Attends team meetings and leads Patient Care Administrator/Clinical Resource Nurse divisional meeting.

19. Educates divisional staff in hospice, home care and associated topics.

20. Reviews accident and incident reports for division, investigating issues/trends.

21. Communicates with other organizational staff regarding patient status/concerns in accordance with organizational protocol and HIPAA regulations.

22. Participates in various organizational committees and task forces.

23. Provides emotional support to divisional staff, patients and caregivers.

24. Creates and maintains a professional, comfortable atmosphere reflecting standards of quality patient care.

25. Participates in public speaking, community relations and educational seminars

26. Leads divisional staff by exhibiting teamwork, motivation, change management and effective, timely communication.

27. All other duties as assigned.

Required Licenses/Certifications: 
· Current licensure as registered nurse in state of practice.
· Current State of residency driver’s license with an acceptable driving record   

    and reliable transportation.
Qualifications:
Education/Experience:
Any combination of education and experience that would provide required skills and knowledge for successful performance would be qualifying.
      
Typical qualifications would be equivalent to:
 Minimum of four (4) years management experience.
 Minimum of two (2) year of hospice or home care nursing experience. 
 Bachelor’ degree in Nursing, Master’s degree preferred.

Knowledge of:
· Principles and practices of nursing.
· Hospice philosophy and standards.


Skilled at:

· Communicating and listening effectively.
· Supervision of staff.
· Usage of computer.
Professional Development:

Community Hospice of Northeast Florida adheres to Local, State and Federal mandated Educational and Continuing Education requirements.
1. Maintains competency by participating in in-service and continuing                  

educational programs.  The organization’s Education Department will inform and provide you with a monthly Education Calendar indicating dates and times for all programs.

2. Attends, participates in internal staff development programs, obtains continuing education required by regulations.  

3. Assists in training/ education of other healthcare staff members.

4. Complies with accepted ethical conduct and professional standards of nursing practice as set forth by the American Nursing Association and follows the guidelines as set forth in the Nurse Practice Act.

Physical Requirements/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 essential functions.

Continued on next page.

	Skill Requirements:  (X = Required for job)

	x
	Typing/computer keyboard
	x
	Verbal communication (English)

	x
	Utilize computer software (specified

above)
	x
	Written communication (English)

	x
	Retrieve and compile information
	x
	Public speaking/group presentations

	x
	Maintain records/logs
	x
	Research, analyze and interpret

information

	x
	Verify data and information
	x
	Investigate, evaluate, recommend action

	x
	Organize and prioritize

information/tasks
	x
	Leadership and supervisory, managing

people

	x
	Operate office equipment
	x
	Basic mathematical concepts (e.g. add,

subtract)

	x
	Advanced mathematical concepts

(fractions, decimals, ratios,

percentages, graphs)
	x
	Abstract mathematical concepts

(interpolation, inference, frequency,

reliability, formulas, equations, statistics)

	Physical Requirements:  (X = Required for job)

	x
	Sitting for extended periods
	x
	Lifting/carrying up to 25/15 pounds

	
	Standing for extended periods
	
	Lifting/carrying more than 25/15 pounds

	x
	Extended periods viewing computer

screen
	
	Repetitive Motions

	x
	Reaching
	x
	Crouching

	
	Balancing
	
	Kneeling

	
	Climbing
	
	Crawling/Squatting

	x
	Walking
	
	Pushing/Pulling

	x
	Reading
	x
	Bending

	x
	Speaking
	x
	Stooping

	x
	Hearing and Visual Acuity
	x
	Twisting

	
	Working outdoors in the heat
	
	Working outdoors in the cold

	Right Hand Grasping
	Left Hand Grasping

	x
	Simple Grasping
	x
	Simple Grasping

	
	Firm Grasping
	
	Firm Grasping

	
	Fine Grasping
	
	Fine Grasping

	
	Other (List):
	
	Other (List):


Continued on next page.
	Environmental Conditions:  (X = Required for job)

	x
	Normal office environment
	
	Electrical current

	
	Toxic or caustic chemicals
	
	Housekeeping and/or cleaning agents

	
	Dust, Fumes, & Gas Exposure
	
	Unprotected heights

	
	Flammable, explosive gases
	
	Proximity to moving mechanical parts

	
	Operating Forklifts
	
	Operating Moving Machinery

	
	Temperature Changes
	
	Driving Automobiles
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FLSA Status:					Exempt


Job Title(s) in Great Plains:			Director of Home Care


Job Code:


Approved By:					Chief Nursing Officer	


Date:						February, 2011
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