ADMINISTRATOR DELEGATION OF DUTIES
PRIVATE 

Date:  
NOV  2018


 


Supervises: Health Care Professional and Health Care Assistants; Food Service Manager/Lead Cook
and Food Service Assistants, Wellness Supervisor.
Position Responsibilities & Duties:



  Can Be Delegated?:
	· Maintaining awareness of mental, societal, legal, environmental, and competitive factors affecting the home.
	· NO

	· Developing staff positions and deciding when positions need to be filled.
	· NO, With approval.

	· Keeping accurate and confidential records for all staff.  All employees files are to be maintained in a confidential locked cabinet with access limited to Administrator and Enriched Senior Living.
	· NO

	· Assisting in the development of job descriptions and performance appraisal systems.
	· NO, Can have input from staff and Enriched Senior Living on job descriptions.

	· Completing annual and probationary performance appraisals for all resident staff.   
	· NO

	· Recruiting, selecting, hiring, evaluating, and terminating resident personnel.
	· NO

	· Training and supervising resident personnel, insuring each employee is trained and knowledgeable with respect to risk management; the aging process; fire safety; disaster preparedness; residents' rights; grievance procedures; and medication administration.
	· Yes, To outside Professionals in Area of Expertise and those Staff Members with Area of Expertise.  All scheduling and determination of specific training responsibility of Administrator and requires authorization from Enriched Senior Living.

	· Scheduling staff to insure safety and proper care of residents.
	· Yes.  May delegate to House Manager. Paylocity Scheduling access with approval from Enriched Senior Living only

	· Enforcing personnel policies and insuring consistency in decision-making.
	· NO, All staff are expected to adhere to all company policies and to ensure the care and safety of all residents and staff. 

	· Planning and directing monthly employee meetings.
	· NO

	· Assuring that each employee maintains personal cleanliness and hygiene.  
	· NO; but House Manager supports this

	· Ensuring each new staff member receives a thorough orientation upon hire.  
	· NO

	· Serving as the liaison for payroll and benefit questions.
	· NO

	· Ensuring valid licensure of staff whose positions require licensure.



	· NO

	Position Responsibilities & Duties:
	Can Be Delegated?:

	· Completing employee exit interviews.
	· NO

	· Ensuring that residents' needs are met, including needs for daily activities and socialization.
	· Yes.  All staff responsible for assuring residents’ needs are met.

	· Overseeing all Service Plans in the facility. Overseeing the LVN in developing Service.
	· NO.  LVN is to lead in Service Plan Development for all residents.  

	· Conducting resident council meetings as needed, including preparing the agenda and maintaining minutes.
	· Yes, Life Enrichment Director can conduct meetings and report all findings to Administrator.

	· Facilitating staff, resident, and family communications to resolve conflict, create a positive home environment, and to continually promote innovative resident care.  
	· Yes, All staff with Administrator oversight and final responsibility.

	· Evaluating potential residents and admitting and discharging residents.  
	· NO, except for assistance from WELLNESS SUPERVISOR with Dementia residents.

	· Administering the facility's policies and procedures and recommending changes as necessary.
	· NO

	· Assisting during a State survey or other in-house inspection of records. 
	· NO

	· Serving as a liaison with the State on rules and regulations.
	· NO

	· Correcting any deficiencies that may arise.
	· Yes,  Staff will implement any changes required due to a deficiency cited by the local, State or Federal agencies as well as any noted by management.

	· Relaying new information and regulatory changes from State officials to the staff and Enriched Senior Living.
	· NO

	· Reviewing monthly financial statements with Enriched Senior Living Management, explaining budget variances and highlighting both positive and negative trends.    
	· NO

	· Acting as liaison to community organizations and businesses.
	· Yes

	· Promote a positive image to residents and the community.
	· Yes

	· Monitoring and maintaining household supply inventory.  
	· Yes, with Administrator and/or Enriched Senior Living authorization & approvals.

	· Assisting the House Managers as needed.    
	· NO

	· Develop professional skills and education through higher education and/or continuing education opportunities.  
	· Yes, continuing education applies to all staff.

	· Completing thorough orientation of all staff upon hire.
	· NO

	· Assure all staff (PRIOR to commencing employment) have cleared background and medical checks.
	· NO

	· Review and approve all time sheets for accuracy and timely completion.
	· NO

	· Review all resident charts on a regular basis as needed by resident’s needs and conditions.  Ensure that all incidents/conditions are properly documented.  Ensure files are always complete and current.
	· NO.  Can be reviewed in concert with staff and WELLNESS SUPERVISOR  as needed.


