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Home Healthcare - Administrator
Company Name: [INSERT COMPANY NAME HERE]
Department: Leadership
Reports to: Chief Operating Officer
Location: [INSERT LOCATION HERE]
1. Position Summary
We're hiring an Administrator to run our licensed home health agency day to day and, where your state licenses it, our home care program. The governing body appoints you, and you report to it on surveys, complaints, and quality. You'll keep us ready for state surveys and accreditation, keep policies current, and make sure a qualified clinical manager is available whenever we're open.
2. Essential Duties and Responsibilities
1. Run the home health agency's day-to-day operations, as the Medicare Conditions of Participation require of an administrator.
1. Make sure a qualified clinical manager is available during all operating hours, and name a qualified alternate in writing for when you're out.
1. Lead the Director of Nursing, Office Manager, and Quality Improvement Coordinator.
1. Keep the agency ready for state surveys and accreditation visits, and write and carry out the plan of correction when a survey finds problems.
1. Keep policies current for patient rights, infection control, emergency preparedness, and complaints, and train staff on them.
1. Investigate patient and family complaints, document the findings, and report to the state when the rules require it.
1. Report to the governing body on survey results, complaints, and the quality program.
3. Key Tasks / Daily Activities
1. Meet with the Director of Nursing on admissions, staffing, and any patient safety concern.
1. Review new complaints and incident reports and decide on next steps.
1. Spot-check survey items such as personnel files, aide supervision records, and signed orders.
1. Answer questions from the state, accrediting bodies, and payers.
4. Key Performance Indicators (KPIs)
1. State survey and accreditation deficiencies: [your target].
1. Complaints investigated within policy timelines: [your target].
1. Personnel files complete at audit: [your target].
1. Plans of correction closed on schedule: [your target].
1. Policies reviewed on schedule: [your target].
5. Required Qualifications and Skills
1. Meets your state's administrator requirements and the federal qualifications for an administrator of a Medicare-certified home health agency.
1. [3+] years of supervisory or administrative experience in home health or another health care setting.
1. Working knowledge of the Medicare home health Conditions of Participation and your state's home health licensing rules.
1. Has prepared an agency or health care program for a survey or accreditation visit.
1. Writes clear policies, complaint findings, and plans of correction.
1. Knows how HIPAA applies to a home health office, its staff, and its records.
6. Preferred Experience
1. Active [State] RN license, or a degree in health care administration.
1. Has served as administrator or director of nursing at a Medicare-certified agency.
1. Has worked under accreditation by The Joint Commission, CHAP, or ACHC.
1. Has also run a licensed non-medical home care program.
7. Physical Requirements
1. Office work at a computer for long periods.
1. Occasional home visits with clinicians and travel to branch offices.
1. With or without reasonable accommodation.
8. Work Environment and Schedule
1. Office-based in [branch city], during the agency's posted operating hours.
1. On call for serious incidents and for surveys, which can arrive unannounced.
1. Regular travel to other branches in [your service area].
9. Compensation and Benefits
1. Pay: [range and hourly or salary basis].
1. Additional pay: [overtime, bonus or incentive terms, or none].
1. Benefits: [health, dental, vision, retirement, paid time off, and when they start].
10. Company Culture and Overview
1. [Two or three sentences on what your company does, the area you serve, and the support a new administrator gets in the first 90 days.]
11. How to Apply
[Apply link or email]. Our process: [phone interview, in-person interview, and next steps]. Contact [hiring contact] if you need an accommodation during the application process.
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