Monterey County S2ASR

NURSING SERVICES DIVISION MANAGER

DEFINITION

Under general direction, serves as a division manager for an assigned nursing division, which consists of at least
rwo inpatient nursing units (i.e. Emergency Room & Intensive Care) or & single major multidisciplinary unit
(i.c. Sureical Services (Inpatient Operating Room, Outmpatient Operating Room. Recovery and Central Sterile).
The positions is responsible for planning, organizing and directing the operations and staft (chinical and non-
clinical). keeping abreast of the commumity needs as it relates to their assigned units, mentoring department
staff, assisting the Patient Financial Services Director by monitoring and analyzing patient payor mix, and
maintaining effective business relationships which promote the services of the division. The Nursing Services
Division Manager is responsible for ensuring that their assigned nursing division mests all patient safety goals,
qualitv assurance guidelines, Jomnt Commission on the Accreditation of Hospitais (JCAHO), Department of
Health and Human Services (DHHS). Federal and State laws and regulations, and all other requirements and
standards for the specific umits in the assigned nursing division and performs other related work as related,

DISTINGUISHING CHARACTERISTICS

The Nursing Services Division Manager is responsible for managing an assignad nursing division, which
consists of at least two inpatisnt nursing units (i.e. Emergency Room & Intensive Care) or & single major
multidisciplinary unit {(Surgical Services (Inpatient Cperating Room, Outpatient Operating Room, Recovery and
Cenrral Sterile) at Natividad Medical Center and have overall accountability for supervision of staff, patent
care and unit management 24 hours per day, seven days per week. The Nursing Services Division Manager
reporis directly to the Assistant Administrator-Patient Care Services (Director of Nursing?).

This class is distinguished from the next lower class Administrative NurseHouse Supervisor in that the Nursing
Services Director has twenty-four (24) hour responsibility for 2 Nursing Division and the Administrative
Nurse’House Supervisor is responsible for serving as the administrator on duty for the entire hospital during a
single shift and is not directly responsible for the overall operation of a nursing unit or division.

EXAMPLES OF DUTIES

1. Lead, plan, organize and direct the services of a nursing division; review and evaluate admimstrative
and nursing procedures; establish nursing and unit specific standards and initiate changes as needed;
confer with management and supervisory staff to discuss on-going unit management and patient care
issues, including but not limited to: the assessment of patients, implementation of doctor’s orders,
treatment plans and medical procedures, administration of medication and record keeping of same.
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Prepare a variety of reports, correspondence, and memoranda; direct the preparation and mamtenance of
nursing records, reports, and statistics in accordance with administrative and nursing policies and Joint
Commission on Accreditation of Healthcare Organizations (JCAHO) and Title 22 regulations.
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Ensures appropriate staffing levels are maintained twenty-four (24) hours per day, 3635 days per vear o
meet all state staffing regulations, Ensures that the patient classification system for the division
accurately reflects the acuity and staffing needed to provide safe, quality patient care. Conduct ongoing
review of division staffing plans to meet the needs of the patients, including fluctuating staff to ensure
staffing efficiencies are obtamed.
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Assures compliance with interdisciplinary and unit specific policies, medical staff bylaws, policies and
srocedures, JCAHO, DHHS and other licensing zuthorities’ guidelines, standards, laws and regulations
applicable to the assigned Nursing Division.

Develops and implements policies, procedures and protocols in accordance with JCAHO, DHHS, Stae,
Federal and other administrative and repulatory agency directives.

Develops, monitors, and implements quality control standards related to the assigned nursing divisior, Lo
include measures to monitor patient safety, compliance, and customer service satisfaction. Collects and
analyzes data to monitor improvement in selected areas to ensure continuous guality improvement.
Conducts Tocus review studies on selected areas where opportunities for improvement have been
identified. Prepares written quality assurance reports and verbal presentation to appropriate commitiess
as needed. Reviews. updates, and revises gquality assurance plans for assigned nursing division on an
ongoing hasis.

Reviews reports and recommendations from authorized licensing, planning, regulatory and mspecting
agencies and prepares appropriate plan of action when needed.

Develops, implements. and monitors division's annual expense and revenue budget and operating plan;
and ensures it is in alicnment with the organization’s strategic operating plan. Prepares and submits
requests for capital expenditures. Authorize expenditures; Manage purchase orders for the division;
Monitors and analyzes the financial reports and trends for the assigned division and prepares monthly
variance reports fo the Assistant Administrator-Patient Care Services and the Chief Financial Officer.

Manage Nursing divisions’ productivity by setting benchmarks, utilizing all productivity reports and
tools, monitoring variances and putting plans into immediate action to assure that standards are being

et. Actively manage employee’s schedules to achieve maximum staffing efficiencies while
maintaining qualiiy care.

Identifies and recommends new products, services and equipment which will reduce operating cosis and
improve quality and efficiency of the nursing division.

Tnterviews, hires, evaluates, promotes transfers and disciplines all clinical and non clinical personnel.

. Promotes the best practices of the nursing profession and encourages staff to continue to develop and

acquire additional nursing skills, Serves as a2 mentor to department staff to encourage their continued
education and certification 1 the nursing fisld as it relates to their assignment and career goals.

. Manage change in an interdisciplinary health care delivery system such as restructunng/streamlining

work flow/processes, and technological advances and trends in the focus of health care delivery
appropriate to the Nursing Division.

4. Actively promotes the nursing profession through outreach to local schools, colleges and vocational

schools and assists with hospital tours, job fairs, and open houses: and participates in professional
nursing organizations, subgroups and committess.

. Responds appropriately to all patient concerns in a timely manner. Investigates patient complaints and

takes appropriate corrective action, Refers all complicated and monetary complaints to the Assistant
Administrator-Patient Care Services . Ensures that quality review reports are filed in a timely manner
and that the Quality Administrator i advised ol vnusual occurrences.
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Conducts and participates in staff meetings, shift reports. in-service fraiming sessions and administrative
meetings and commitiees. Assists the Nursing Education Department witk providing appropriate
updates, annual and continuing educational traimne to department stafl. elinieians and staff.

7. Work with key stakeholders 1o develop or expand and implement medical programs or health services

that promole quality patien: care in line with the Mission, Vision and Values of the Hospital. Promotes
the services of the assiened Nursing division. Provides ongoing assessment of services and programs.
Broadens community awareness with the goal of increasing utilization of thetr division; Works
collahoratively with phvsician and other leaders w plan and implement services in order to meet the
needs of the patients and the community. Maintains effective business relationships both internal and
external which support and promote the Nursing division services. Consult with medical, business and
community groups to discuss service related 1o the Nursing division. Coordinate all public relation
activities with the Public Relations department.

_ Review and analvze Nursing division activities and data to aid in planning, cash and risk management

and o improve service uilization.

Maintain open communication berween division staff. other managers, medical staff and administration
hy attending appropriate mestings and coordinating interdepartmental activities when needed.

. Works collaboradvely with the Utilization Review, Case Management, and Social Services departments

to ensure appropriate utilization of services. discharge of patients, and patient support when needed.
Monitors use of diarnostic services, inpatient beds, facilities and staff to ensure effective use of
resources and to assess the need for additional staff, equipment and/or services,

Develops and maintains effective relationships with physicians, department managers, along with other
internal and external customers.

May provide skilled nursing care to patients as needed.

QUALIFTCATIONS

As a condition of emplovment. all nositions in this classification are reguired to have the following licensure:

Pursnan: to California Code of Regulations 70035(33). possession of a valid California Registered Nurse (EN)
license 1s required.

STATE REGULATORY REQUIREMENTS

Pursuant to California regulations the following divisions reguire distinctive experience as listed below:

Wemtal Health Uil

2 Years experience in psychiatric mirsing (California Title 22, Section 70378)

Apure Behahilitation Unit

1 year experience in rehabilitation nursing (California Title 22, Section 70592)
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Neonaz] Intensive Care Unit (NICLD

e Be aregistered nurse (RUN.) licensed by the State of California holding a master’s degree in nursing;

or

« BeaR.N. holding s holding a bachelor’s of science degree in nursing (BSN) and either a master’s
degree in a related field or certificate in nursing or health care administration from a nationally
recogrnized accrediiing orgamization.
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= Have at least three vears of clinical nursing experience at least one of which shall have been in a Tacility

with an NICU that is eguivalent to a Regional or Community NICU.

A combination of experience, sducation, and‘or traiming which substantially demonstrates the following

knowledge, skills and abilitiss:

Thoroush Knowledge of:

1. Current principles. practices, techniques. policies and procedures of nursing theory. practice, and
managerment,

|

Health care practicss, procadures, terminoloey and technology as thev relate to nursing practics.
T : =2 b4 ) 21
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The five medication richrs; medications and their correct administration based on age of patient and
clinical condition; utilization and effects of medications, including narcotics; appropriate pain
management technigues.

Principles and practices of effective management and supervision,

LM

JCAHO, Title 22, Federal and State regulations. guidelines and laws affecting the nursing practice,
patient’s rights and division management.

Working Knowledge of:

1. Principles and practices of guality assurance guidelines as they relate to the health care field control and

evaluation.
2. Safety policies, procedures and practices as they relate to nursing,
3. Computer application related to nursing services.
Skill and Ability to:

1. Perform the full range of nursing duties for all nursing units with the assigned division.

2. Interpret data about patient status in order to identify age specific needs; plan Tor and provide age
appropriate care to the patient population served in the assigned division
3. Plan, organize and direct nursing services.

e

Appraise performance, counsel and motivate employees; prepare documentation and implement
corrective and disciplinary measures.
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Plan and organize orieniation and in-service traming for staff: provide constuctive feedback 1 a imely
mamner, conduct evaluations on staff and provide staff with a performancs improvement plan when
applicable.

Maintain quality control 1o assure compliance with safety and acereditation standards and regulatons.
Analyze situations accurately and adopt and efTective course of action.

Effectively utilize staff, supplies and equipment.

Analyze data and present idezs and information clearly, both orally and 10 wriing.

. Gain and maintain confidence and cooperation of those contacted in the course of work.

. Keep abreast of current rends in nursing, medications and technology,

Identify and address psvehosocial, cultural, ethnic and religious/spiritual needs of patients and their
Tamilies.

. Commurmicate effecuvely with wide vanety of people. including patients. physicians, nurses and other

hospital staff, vendors and other healthcare industry personnel.

. Consults with other depariments, as appropriate, to collaborate in patient care and performance
] Pro] p P

improvement activities.

. Understand, interpret. and apply laws, rules, regulations, and policies related to nursing and hospital

administration.

Effectively and consistently communicate administrative directives 1o personnel and encourage
interactive departmental meeting discussions.

REQUIRED CONDITIONS OF EMPLOYMENT

As a condition of employment. the incumbent may be raguirad to:

1.

-

Work with potentiallv hazardous substances.

Be accountable for the operation of a 24 hour unit, including responding 1o emergencies and aftencance
at meetings outside of working hours as nesded.

EXAMPLES OF EXPERIENCE/EDUCATION/TRAINING

The knowledge, skills and abilities listed above may be acquired through various types of experiences,
education or training, typically:
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Expermience

Three vears of supervisory expsrience in the assigned division, Five years of clinical experience in the assigned
division, and ter years of nursing £xpenence.

AND
Education

Compietion of coursework leading to a Bachelors of Science mn Nursing or Masters of Science in Nursing.

PHYSICAL AND SENSORY REQUIREMENTS

The physical and sensory ahilities required for this classification include:

1. Vision which can be comrected to a level sufficiznt to successiully read and interprat physician’s orders
and to read standard text and data on a compuier terminal or on paper.

2. Manual dexterity sufficient to perform full range of nursing duties, including application of bandages.
ointments, lotions, TV's, fesding tubes, catheters, etc., operale patient care equipment, meluding
TEspirators, moniiors, €I,

1. Ability to sit for long periods of time, during the preparation of reports. and the review and/or analysis

of data.

4. Ability to lift a minimum of 251bs

[

Maobility sufficient to assist in moving patients, and adjustine patients during procedures.
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6. Mobility sufficient enough to move freely about the medical center.

7. Ability to verbally communicate in a clear manner that is not disruptive to the hospital atmosphere.
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