Inland Northwest Health Services

JOB  DESCRIPTION 




Job Title:
Supervisor Telehealth Operations
Job. ID Code:


Dept.
NHP - TeleHealth 
FLSA: 
Exempt
Salary Range:

Date:
9/23/2009

 
SUMMARY STATEMENT & PURPOSE

Supervises the daily operations of Northwest Telehealth including staff. Establishes and maintains contracts and service level agreements. Responsible for invoicing, collections, tracking expenditures and revenue.  Participates in strategic planning and marketing. Makes recommendations for equipment, services, processes and staffing.
KEY RESULT AREAS AND SPECIFIC RESPONSIBILITIES  -  All functions are essential functions unless otherwise noted.

1. Keeps the Director apprised of needs, problems and program status.
2. Assists the Director in developing, implementing and evaluating project goals and objectives for Northwest Telehealth.
3. Supervises Northwest Telehealth program staff.
4. Establishes and maintains contracts and service level agreements with Northwest Telehealth customers.
5. Assures that invoices are issued and that payments are received for services provided by Northwest TeleHealth.
6. Tracks expenditures and income for the Northwest TeleHealth program.
7. Assures that Northwest TeleHealth equipment inventory is tracked and kept current.
8. Establishes and maintains processes and procedures to measure and improve the quality and efficiency of Northwest TeleHealth operations and services.
9. Prepares budgets or budget narratives as necessary to seek grant funding or as part of the annual budget process for INHS.
10. Submits recommendations to the Director for changes to the program including changes to equipment, services, processes or staffing.
11. Assists the Director in development of strategic direction for Northwest TeleHealth.
12. Assists the Director and the INHS Public Relations in the development of marketing materials and marketing the program.
13. Effectively supervises team members to meet project schedules, contractual obligations and customer service standards: assigns and reviews work, trains employees, provides technical leadership, monitors labor hours, hires, disciplines, evaluates, recommends pay changes,  and terminations. Monitors progress and quality, keeps projects on track, keeps customer informed of status.
14. Follows all policies and procedures of department and INHS.
15. Encourages professional growth and development of TeleHealth staff.
16. Studies independently and through formal training to keep skills and knowledge up-to-date in the Telehealth industry, applications, systems and components.
17. HIPAA: Complies with HIPAA Regulations and company confidentiality policies and procedures. All employees of Inland Northwest Health Services who have direct or indirect access to patient health information must treat that information with the strictest confidence. Any unauthorized access, modification, disclosure or casual discussion of such information shall be considered a violation of this policy and shall be the grounds for disciplinary action up to and including termination of employment.
COMPLEXITY AND SUPERVISION

Applies expert knowledge and extensive related experience and judgment to accomplish goals and objectives. Directs the work of others. Has a wide degree of creativity and latitude.
TECHNOLOGY / EQUIPMENT USED:

Meditech, MS Office, MS Outlook, internet, intranet, computer, mouse, keyboard, monitor, phone, fax, copier, printers, and projectors/videoconferencing equipment.
MINIMUM QUALIFICATIONS
· BA or BE degree in health related field, business, information resource management, education or its equivalent in training, experience and certification.
· At least 3 years experience using telehealth systems to deliver health care, distance education or administrative services.
· Able to apply and maintain standards, monitor budget, develop and track project plans, set schedules, objectives and goals, minimize expenses.
· Able to manage time and priorities to meet competing schedules and goals.
· Able to: Communicate effectively in English in written and verbal form. Communicate in person and by telephone. Read, analyze and interpret documents such as policies, procedures, and technical instructions. Understandably convey complex technical ideas to people with little technical background.  Write business documents and technical instructions with clarity, correct spelling, grammar and punctuation. Conduct small and large group presentations.
· Able to: Effectively and legally manage employees and deal with personnel issues. Demonstrate positive, effective leadership. Establish and maintain good working relationships, collaborate effectively in team environment, interact professionally with customers and co-workers even under stress, resolve conflicts appropriately and timely, use influencing and negotiation skills to gain cooperation and produce good decisions by others, persuade customers to use standards. Apply active listening skills especially in training situations to discern training issues and user needs. Use extreme tact and diplomacy with all customers, staff and management.
· Reasoning: Good problem identification and analytical skills. Gather data, define problems, establish facts, draw valid conclusions. Interpret technical instructions in written or diagram form. Use logic. Deal with nonverbal symbolism (e.g. formulas ). Deal with an extensive variety of abstract and concrete variables. Able to independently solve  complex problems.
· Able to perform basic math functions.
· Able to work effectively in fast-paced, stressful environment where flexibility, prioritization and change is necessary.
PREFERRED QUALIFICATIONS  

· Previous supervisory experience in telehealth setting.
PHYSICAL & SENSORY REQUIREMENTS, WORK ENVIRONMENT & CONDITIONS: 
Able to: 

· Lift/carry/push/pull up to 20 pounds frequently, 50 occasionally.
· Stoop, bend, crawl, occasionally to plug in equipment.
· Regularly sit or stand for extended periods of time.
· Drive car occasionally to visit customer sites. Travel by air occasionally.
· Walk occasionally within office and at clinical settings such as hospitals.
· Use computer equipment including keyboard, mouse and monitor 4-8 hours daily and occasionally more.
· Use sight to view monitors and documents. Use color vision to distinguish varying screen elements. Communicate via telephone, face-to-face, e-mail, fax and video-conference.
· Occasionally work extended hours and weekends.
ENVIRONMENTAL EXPOSURES

· Blood born Pathogen Category 3 - No exposure to blood-born pathogens.
· Work setting: Work is normally performed in office setting.
· Has prolonged exposure to computer monitor.
SIGNATURES

Employee’s Signature: __________________________________________________
Date: _________________

Manager or Supervisor’s Signature: ________________________________________
Date: _________________
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