Administrative Director for Personnel and Technical Operations

SUMMARY

Responsible, along with Co-Administrative Director, for the overall planning, direction, and evaluation of the Dept. of Pathology and Laboratory Services, UAMS Medical Center, by performing the duties personally or through subordinate managers and support staff.

Essential Duties and Responsibilities include the following. Other duties may be assigned.

1. Advises physicians, managers, supervisors, and other staff on administrative and technical changes.

2. Oversees and coordinates compliance and regulatory activities for the department. Responsible for assuring that the Dept. is in compliance with all State and Federal regulatory agencies that govern and/or overview laboratory operations. Serves as Co-chair of the Lab Compliance Committee to assist in implementing the compliance program for the Dept. and the Hospital. Oversees appropriate corrective action or QI for variances. Oversees scheduled reviews of QC, QA, and QI. Serves as a coordinator and contact person for inspections, such as the CAP inspection.

3. Oversees Customer service and client operations. Maintains a high degree of professionalism towards patients and physicians and assures the confidentiality of patient records at all times. Responds to physicians and hospital staff in a friendly manner and assists with problem solving. Treats fellow employees with respect and courtesy, and serves as a role model for lab employees. Works with faculty and staff to meet the needs of the client. Maintains regular contact with clients to determine their changing needs.

4. Oversees lab managers and technical operational activities in the laboratory. Oversees all tests/functions according to departmental policies, procedures, and job specifications. Assesses workload and staffing for areas of responsibility as needed and ensures adequate staff is available, which are competently trained. Oversees, along with physicians and employees, development of new laboratory tests.

5. Responsible for maintaining a qualified staff. Assists in interviews for prospective candidates and selection of new lab employees based on qualifications and interpersonal skills. Maintains good communication with staff and assists in employee conflict resolution. Assists in the evaluation of personnel within areas of responsibility in order to give constructive feedback that will help better achieve the goals of the department and the laboratory. Oversees rewarding and disciplining of employees. Addresses complaints and solves problems. Oversees planning, assigning, and directing work in the laboratory.  Organizes surveys, inservices, and other competency related activities to assure a high level of training and competency. Helps coordinate training of new employees. Serves as liaison with Human Resources.

SUPERVISORY RESPONSIBILITIES

Responsible for the overall direction, coordination, and evaluation of the personnel and laboratory technical activities of the Dept. of Pathology and Laboratory Services through individual effort as well as through the services of the clinical managers and the subordinate personnel. Carries out administrative responsibilities in accordance with the organizations policies and applicable laws, and other responsibilities as detailed above. Covers for Co-Administrative Director when absent.

QUALIFICATIONS

To perform this job successfully, the individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or abilities required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

EDUCATION AND/OR EXPERIENCE

Master’s degree (M.A.) or equivalent in business administration, finance, accounting, or health services administration; and four to ten years’ related experience and/or training; or equivalent combination of education and experience. Awareness of clinical trends and best practices in laboratory management. Proficiency in computer skills, spreadsheet and database applications. 

LANGUAGE SKILLS

Ability to read, analyze and interpret general business periodicals, professional journals, technical procedures, and governmental regulations. Ability to write reports, business correspondence, and procedure manuals. Should be able to work with departmental administrator to design and evaluaate appropriate business plans and strategic proposals as needed. Should have the ability  to effectively present information and responds to questions from groups of managers, clients, customers, and the general public. Ability to foster an environment of team cooperation and continuous improvement through interpersonal communication.

MATHEMATICAL SKILLS

Ability to work with mathematical concepts such as probability and statistical interference. Ability to apply concepts such as fractions, percentages, ratios, and proportions to business situations. Ability to calculate figures and amounts such as discounts, interest, and percentages. Ability to apply basic concepts of algebra and geometry.

REASONING ABILITY

Ability to define problems, collect data, establish facts, and draw valid conclusions.. Ability to interpret an extensive variety of technical instructions in mathematical or diagram form and deal with several abstract and concrete variables.

PHYSICAL DEMANDS

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is regularly required to speak and hear. The employee frequently is required to sit. The employee is occasionally required to stand and walk. The employee must occasionally lift and/or move up to 25 pounds. Specific vision abilities required include close vision and color vision.

