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         Classification Description

HEALTH SERVICES MANAGER

Department:  Sheriff
FLSA:  Exempt

Job Class #:  268400
Represented:  No
Pay Range:  0K12
Civil Service Status:  Unclassified

Classification descriptions are intended to present a descriptive list of the range of duties performed by employees in the class.  Classification descriptions are not intended to reflect all duties performed within the job.

GENERAL FUNCTION:  This is responsible, professional work in the management and administration of the Pierce County Detention and Corrections Center health clinic, a 24 hour, 7 day per week urgent care facility.  An employee in this classification may serve as the Health Authority and is responsible for the administrative management aspects of the health care unit.  This is a civilian, non-commissioned position appointed by the Sheriff.

ESSENTIAL FUNCTIONS:
· Plan and coordinate the functions and operations of the Corrections Health Clinic.
· Direct and supervise the administrative work of the clinic.
· Make recommendations regarding the recruitment, selection, discipline and termination  of subordinate employees; keep current on applicable labor contracts and provide feedback on labor proposals. 

· Train, direct, and provide specific assistance to clerical and technical staff, mental health workers, physician assistants, nurses, pharmacists, practitioners, and other assigned personnel.

· Assign, review and approve the work of subordinate staff; investigate grievances involving subordinates and recommend resolution; recommend promotional and disciplinary actions; approve leave requests and overtime; provide adequate coverage during staff absences.  
· Conduct performance evaluations and develop performance measures and standards.
· Research, develop and make recommendations for personal service agreements and other contractual documents as necessary in order to provide for dental, psychiatric, and other services in the facility.

· Develop, recommend, implement and ensure consistent and accurate application of policies and procedures to assure achievement of Corrections Bureau mission and goals pertaining to area of responsibility.
· Monitor and analyze emerging legislation and changing medical laws for potential impact on areas of responsibility; develop and implement procedures and guidelines to comply with new or revised legislation.
· Develop and prepare budget based on guidelines; implement and monitor clinic annual budget; justify budget needs;  anticipate needs and seek new sources of funding to complement existing programs or to address special identified needs of a program or the clinic.

· Develop and implement programs and procedures to use resources in the most effective and efficient manner in order to reduce costs and redundancies.
· Perform long and short-term planning for the health clinic; develop clinic goals and objectives.
· Respond to inquiries from outside agencies, health care providers, other jail facilities and the public; investigate complaints on matters pertaining to the clinic; make presentations and provide information on correctional facility health care services. 

ESSENTIAL FUNCTIONS: (continued)
· Establish and maintain effective relationships with the medical community and other jail healthcare facilities in order to stay current on local jail medical issues; establish and maintain effective contact with correctional staff, community leaders, other health care providers, specific at-risk populations and the community-at-large. 
· Represent the Sheriff’s Department and the Corrections Bureau on committees and in a variety of settings on corrections health issues; collaborate with outside agencies and health care providers in delivering health services to the inmate population. 
· Maintain regular, predictable and punctual attendance.
· Perform the physical requirements of the position; work within the established working conditions of the position.

· Meet the traveling requirements of the position.

· Work a flexible schedule, which may include evenings, weekends, and holidays.

OTHER JOB FUNCTIONS:
· Perform other job functions as assigned.

SUPERVISION RECEIVED AND EXERCISED:  The Health Services Manager reports directly to a  Bureau Chief.  Work is reviewed for fulfillment of division/bureau objectives, conformance with governing laws and regulations, adherence to budget, and support and furtherance of Department mission, vision and goals.  The position has full supervisory responsibility for professional, technical, and administrative staff in the Corrections Health Clinic.  

WORK ENVIRONMENT:  The work environment characteristics described herein are representative of those an employee encounters while performing the essential functions of the position.  The Health Services Manager works in the health clinic of a maximum security adult correctional facility.  There is constant exposure to hazardous chemicals, hazardous waste, bio-hazardous material, pharmaceuticals, infectious diseases and in-person contact with inmates. The position works in the confined indoor space of the correctional facility.  Attendance at meetings outside of normal work hours and travel to various work sites may be required.  

PHYSICAL REQUIREMENTS:  The physical demands described herein are representative of those that must be met by an employee to successfully perform the essential functions of the position.  Physical and mental demands include ability to perform tasks involved in operating common office equipment; talking, seeing, hearing; reasoning and analyzing complex information.  Travel to meeting locations may be required.  May require work on weekends, evenings or reporting to work in the event of emergency.

KNOWLEDGE, SKILLS AND ABILITIES: 

Knowledge of:
· Principles and practices of public administration, organization and personnel management.

· Current business management, administration and/or operations principles and practices. 

· Applicable Federal and State laws and regulations governing correctional health clinics and medical records.
· Quality assurance and safety procedures as they relate to correctional healthcare.

· Budget planning and procedures.

· Modern public and correctional healthcare principles and issues.  

KNOWLEDGE, SKILLS AND ABILITIES:  (continued)

Skill in:

· Directing the work of a multi-disciplinary staff including licensed health professionals.  

· Developing and interpreting policy.
· Use of  independent judgment and effective decision-making in the application of a wide variety of laws, 
Ability to:

· Plan, assign, and coordinate the activities of all assigned areas of responsibility and assigned staff.  

· Ability to effectively assign, evaluate, and supervise professional, technical and administrative staff, including subordinate supervisors.

· Analyze situations quickly and objectively and determine a proper course of action; use appropriate independent judgment to make decisions of  a technical, management and/or administrative nature in support of Department goals and objectives.  
· Effectively persuade, inform, educate, train, solicit information, motivate and direct a wide variety of individuals or groups.

· Work independently and effectively under general direction.
· Establish and maintain effective and productive working relationships with medical professional staff   and correctional facility staff.  

· Communicate effectively both verbally and in writing, to audiences of all ages, and of various social, cultural, ethnic, educational and economic backgrounds.
· Explain clearly, verbally and in writing, information of a technical, procedural, medical and clinical nature.

· Effectively coordinate, perform and complete multiple duties and assignments concurrently and in a timely manner.

· Assure accurate maintenance of medical records and patient confidentiality.

· Work a flexible schedule, which may include evenings, weekends and holidays.  
· Understand and follow written and verbal instructions.
· Work effectively and productively with others.
· Meet the travel requirements of the position, if any.
· Physically perform the essential job functions of the classification.
MINIMUM REQUIREMENTS TO APPLY:   Graduation from a four year college or university with major course work in business or public administration and/or public health plus four or more years of administrative experience including at least two years in a supervisory position.  Additional related experience may substitute for the educational requirement on a year-for-year basis OR any combination of education and experience that clearly demonstrates the knowledge, skills and abilities to perform the job.  Certified Correctional Health Professional (CCHP) designation is highly desirable.   

SPECIAL REQUIREMENTS AND/OR QUALIFICATIONS:  Ability to successfully complete the Pierce County Sheriff’s Department background investigation, which may include a medical physical, behavioral assessment and/or polygraph, is required.  A valid Washington State driver’s license may be required.
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