An HFMA Forums Tool (hfma.org/forums)


	Job Title
	Patient Access Director

	Job Level
	Director

	Functional Area
	Patient Access

	Notes
	


JOB DESCRIPTION

JOB TITLE:

Director of Admissions






DEPARTMENT:
Admissions

REPORTS TO:
Vice President of Fiscal Services

SUPERVISES:

Admissions Supervisor, Patient Financial Counselor Supervisor, OP Registration Coordinator, and Access Coordinator
RESPONSIBLE FOR:
Administrative, financial and managerial functions relative to the effective operation of the Admissions Department, OP Registration and the Guest Center, including personnel, budget, equipment management, CVI activities, policies and procedures, and strategic planning activities.

QUALIFICATIONS:
Master’s degree in business management preferred and 5 years or more experience in Admissions or Business Office supervision. Possesses excellent people and management skills as well as a working knowledge of hospital insurance and management policies.  Ability to use word processing programs such as Word or WordPerfect, spreadsheet and other software packages.  Active in professional organizations.

ESSENTIAL FUNCTIONS:
1.
Directs and manages daily operations of Admissions Department.

2.
Oversees orientation and continuing education for all staff.

3.
Acts as liaison between Administrator, Physician Offices, Information Systems, Business Office and all departments of the hospital to coordinate services provided by Admissions.  

4.
Manages costs.

5.
Provides leadership through effective guidance, feedback and delegation.

6.
Ensures and advocates excellence in customer service values.

7.
Manages personnel

JOB PERFORMANCE STANDARDS
Director of Admissions

All functions shall be performed in a competent, high quality, timely and cost-effective manner in accordance with departmental procedures or protocols. Quality is defined as correct, accurate, thorough and age-appropriate. Other performance measures and/or expansion of the above also apply if included below.
	Functions and Performance Standards
	Rating

	1.
Directs and manages daily operations of Admissions Department.  

a.
Ensures appropriate staffing needs to provide efficient and quality customer service.

b.
Monitors and ensures all Admissions functions are performed within the guidelines of Admissions and hospital policies and procedures.

c.
Ensures the admitting department adheres to JCAHO and other governing agency requirements.  
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	2.
Oversees orientation and continuing education for all staff.

a.
Provides appropriate orientation and training for all personnel to ensure effective job performance.

b.
Ensures that continuing education activities are provided for all staff through quarterly inservices, video programming, and other educational material and opportunities.  

c.
Provides for mandatory annual inservices in order to meet standards and regulations as set forth by JCAHO and the hospital.  

d.
Keeps adequate records of all departmental meetings, activities and problems as appropriate.  
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	3.
Acts as liaison between Administrator, Physician Offices, Information Systems, Business Office and all departments of the hospital to coordinate services provided by Admissions.  

a.
Maintains a positive environment for the public, patients, hospital personnel and medical staff by providing an open line of communication.

b.
Accepts compliments and complaints about the department from patients, hospital personnel and medical staff and takes appropriate action.

c.
Works closely with physicians, their staff and hospital medical personnel in solving problems related to admissions.

d.
Coordinates procedure changes as need is determined by maintaining a close working relationship with Information Systems.  Evidenced by coordinating the educational and operational activities of admissions when upgrade of hospital computer systems is required.  

e.
Provides education and feedback to department as it relates to the needs of the Business Office.  
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	4.
Manages costs.

a.
Ensures all areas of the Admissions Department operate within budgetary parameters, or provides appropriate explanation of variances.  

b.
Prepares budget for all areas of responsibility within the Admissions Department.

c.
Monitors and evaluates fiscal year budgets on an ongoing basis, and makes appropriate changes when indicated.  
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	5.
Provides leadership through effective guidance, feedback and delegation.

a.
Administers all hospital and departmental policies in a fair, accurate and consistent manner.

b.
Delegates responsibilities effectively, providing the necessary support and information for a successful outcome.  

c.
Maintains an open door policy and is easily accessible and approachable.

d.
Ensures an environment for growth and opportunities for staff, provides the knowledge and skills necessary in the performance of their jobs.  
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	6.
Ensures and advocates excellence in customer service values.

a.
Provides ongoing staff support/education for customer service skills and values.

b.
Ensures and monitors that all staff demonstrate and espouse customer service values when interfacing with patients, physicians, visitors and hospital staff.  
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	7.
Manages personnel.

a.
Evaluates, develops and implements a staffing plan for the employment/deployment of personnel.

b.
Ensures that personnel comply with hospital policies, procedures, management systems and documentation.

c.
Interviews and hires appropriate personnel to meet departmental goals and objections.

d.
Coordinates new manager orientation to the department and hospital.

e.
Supervises the development, implementation and ongoing enforcement of policies and procedures that guide the department.

f.
Measures productivity and provides support for process improvement to enhance productivity.

g.
Maintains comprehensive personnel files on all Admissions staff.

h.
Provides for counseling, disciplinary actions when necessary, and properly documents as needed.  

I.
Provides ongoing feedback and suggestions to develop, improve, or strengthen skills.

j.
Conducts performance appraisals in an objective, impartial manner within time frames specified by hospital policy.
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TOTAL POINTS:          / NUMBER OF FUNCTIONS:                =
	


