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Sample Job Description: Chief Executive Officer

The CEO functions with authority from the board of directors. The CEO provides leadership and management to the organization, and reports to and works in partnership with the board of directors.

Responsibilities

Board Relationships

· Provide guidance and leadership to the board of trustees in setting philosophy, mission, and policies of the organization.

· Meet regularly with the full board and its committees to keep them abreast of plans, programs, and issues affecting the organization.

· Provide the board of trustees and its committees with written and oral reports on the status of operations, professional services, and financial operations of the corporation.

Planning

· Direct the strategic planning process for the organization and develop plans for organizational growth based upon current and anticipated community needs.

· Provide consultation to the board to keep the governing body aware of trends, innovations, and opportunities that will support the organization’s strategic direction.

· Network with the community, especially the healthcare community, to take advantage of opportunities that will enhance the organization’s strategy.

Management

· Provide leadership and vision to the management staff and all employees of the organization.

· Ensure all organizational entities are well managed with clear lines of responsibility and accountability.

· Direct the coordination and implementation of organization-wide policies and procedures.

· Ensure conformance with corporate philosophy and policy.

· Work individually with executive staff to assist them in the development of institutional policies and objectives.

Service Integration

· Coordinate efforts to integrate services and programs within the organization.

Human Resources

· Direct the implementation of appropriate human resource policies and programs that provide a positive work environment and the necessary incentives for recruiting and retaining high-quality workers.

Financial Management

· Ensure the preparation of budgets, financial plans, and capital expenditures in accordance with board directives.

· Ensure financial integrity through the implementation of an operational budget consistent with the overall strategic plan.

· Direct resource allocation for effective utilization of all resources.

· Strive to achieve the organization’s financial and operating goals.

Quality of Services

· Ensure quality of healthcare services by monitoring the organization’s medical activities, perform necessary administrative functions relating to performance improvement, and assist board and medical staff efforts to achieve and maintain the desired standards of medical performance.

· Provide for internal controls that protect human, physical, financial, and information resources.

Regulatory Compliance

· Ensure compliance with all applicable laws and regulations governing healthcare delivery and with all appropriate accrediting inspecting agencies by continually monitoring the operation of services and programs, and initiating changes as necessary.

Physician and Provider Relations

· Work cooperatively with and/or provide effective leadership to the physicians affiliated with the organization.

· Work with the medical staff to achieve the standards of patient care as set by the medical staff, and to plan and implement services that meet the community’s healthcare needs.

Community Health Status

· Exercise a leadership role in the community by personally taking the initiative to ensure the organization meets the changing needs of its constituencies.

Community Relations

· Maintain close contact with community leaders and representatives of public and private agencies.

· Encourage the integration of the organization with the local community.

Marketing and Fundraising

· Ensure that all strategic decisions are aligned with customer/stakeholder needs and provide value to them.

· Establish the overall direction of fund development.

· Ensure that a process is in place to establish, implement, and monitor fundraising plans and efforts.

· Maintain close contacts with key representatives of the public and private sectors on matters pertaining to fund development.

Succession

· Ensure, in cooperation with the board, that there is an effective succession plan in place for the CEO position.

Qualities

· Foster an organizational culture that promotes ethical practices, encourages individual integrity, and fulfills social responsibility.

· Maintain a positive and ethical work climate that is conducive to attracting, retaining, and motivating a diverse group of top-quality professionals at all levels.

· Demonstrate ability in public speaking, written and oral communication, and interpersonal relations.

· Demonstrate a respect for the board’s independence.

· Demonstrate a respect for outside directors’ needs to meet independently.

Accountabilities

· The CEO is accountable to the board of directors for the fulfillment of the responsibilities noted above, and for confining authority to those organization policies that state the authority and the limits of the CEO.

· The board of directors is accountable to the CEO for providing the authorization, resources, and involvement necessary for the successful realization of the responsibilities of the position.

· The working relationship is reviewed as part of the annual review.
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