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LIFE CHANGES HERE

La Comunidad Hispana




La Comunidad Hispana

Job Description
Job Title: 

Operations Compliance Manager 
Organization: 
La Comunidad Hispana (LCH)
Department: 

Administration
Location: 

Kennett Square, PA
Reports to: 

Director of Operations 

Status:
 
Full-time, Exempt
Date last updated:
October 23, 2016
Description

La Comunidad Hispana (LCH), Kennett Square, offers a comprehensive scope of healthcare, social services, outreach, and education programs for Latinos and other low-income, underserved families living and working in Southern Chester County.  As a Federally Qualified Health Center and Level 2 Patient-Centered Medical Home, LCH provides nurse-managed healthcare in a bilingual and bicultural environment that encourages compliance and fosters improved patient outcomes.  Using a holistic approach to care, LCH integrates healthcare with supportive services and education to empower patients to stay healthy, build strong families and lead productive fulfilling lives.

The Operations Compliance Manager’s primary responsibility is to ensure compliance at each of LCH's three facilities and offer support to each LCH service line. This position will work autonomously to lead the organization to the highest quality and safety levels with measurable results. The position reports to the Director of Operations and must demonstrate strong [internal and external] customer service skills while creating a safe work environment through solid decision making and managing operational processes and procedures.

Duties and Responsibilities

· Offer strong, dynamic direct support to all organizational teams.

· Facilitate trainings (OSHA, Safety/Risk Mgt, Infection Control, etc.), implement a quality Assurance Program and be the primary person responsible for ensuring regulatory compliance.

· Create and implement a plan to earn Joint Commission Accreditation.

· Ensure all health and safety procedures are followed and create a safety culture based on education/training and regulatory requirements.

· Supervise the maintenance and alteration of all office areas and equipment, as well as layout, arrangement and housekeeping of office facilities.

· Negotiate the purchase of office supplies and furniture, office equipment, etc., for the entire staff in accordance with company purchasing policies and budgetary restrictions.

· Supervise the maintenance of office equipment, including copier, fax machine, etc., ensuring all equipment meets LCH standards.
· Suggest operations workflow procedure improvements.

· Conduct cost benefit analysis and implement cost containment strategies for LCH Kennett Square, Oxford Community Health Center and the Dental Center. 
· Organize and lead medical team wellness check programs at offsite temporary locations including set-up, staffing, patient flow and take-down.
· Relationship building and vendor/stakeholder management.

· Identify/incorporates best practices and lessons learned into program plans.
· Maintain and improve office systems.
· Explore, evaluate and make recommendations on new initiatives.

· Create a professional workplace and model behavior consistent with LCH's customer focus and servant leadership culture.

· Demonstrate LCH values in all actions and decisions (Respect, Accountability, Service, Proactive Positive Attitude)
· Participate as needed in special department projects.
Strengths and expertise in some areas may reduce or eliminate the requirement for others. Please apply if your qualifications are a strong match for some/most but not all.

Customer Focus:
· Ensure excellent customer experience.

· Delivery exemplary service to internal and external customers.

· Resolve any discrepancies that impact customer satisfaction.

· Insure all customer issues are proactively handled, followed up and positively resolved.

· Participate in community outreach.

Additional Responsibilities

· Maintain excellent attendance; performs all duties in a timely manner; attends all meetings as scheduled and/or directed by supervisor. 

· Follow all LCH procedures and adhere to policies as outlined in the Employee Handbook.

· Collaborate with staff of all LCH programs including Community Resource Center, Social Services and Education as appropriate to ensure efficient integration of services and support.  

· Respect confidentiality at all times.

· Perform other duties as assigned.  Job description subject to review and may change based on business necessity.

Qualifications and Skills

· A Bachelor’s Degree is preferred.
· Prefer 3-5 years’ experience management responsibility working in a nonprofit environment is preferred.

· Compliance and/or safety experience preferred.

· Analytical thinker with solution orientation.

· Proactive approach with high sense of urgency to succeed.

· Highly adaptable to ever changing priorities, work pace, work space, and personalities.

· Either the experience with or the ability to learn lengthy and detailed regulations and the ability to apply them to LCH ensuring compliance.
· Ability to understand the flow of incoming calls to create the most customer friendly system within the limits of the PBX and LCH resources.

· Demonstrated qualities of accuracy, timeliness, and efficiency.

· Capability to work well both independently and as part of the team.
· Excellent computer skills (Microsoft Office - Outlook, Excel, and Word) is required. 

· Detailed oriented and tolerant of frequent interruptions and distractions from staff.

· Ability to work under minimum supervision and demonstrate strong initiative, ability to multi-task, plan and organize time.
· Excellent written and verbal communication skills.

· Self-motivation and organizational skills.
· Distinctive positive attitude.

· Bilingual/Spanish is a plus but not required!
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