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This form is the first step for building a job description in EmTrak.  Please put a check in the box next to the tasks that are appropriate for this employee.  The next step will be to build the job description on-line or send it to HR to build on-line.

Are there tasks that don’t appear or you’re not sure what to select?  Contact your HR Director or CEO or Dr. Gary Schwantz at gschwantz@medgroup.com
HUMAN RESOURCES MANAGEMENT & COMPLIANCE
ESSENTIAL TASKS 

□Human Resources Overview

· Develop and maintain a human resources system that meets management information needs.

· Lead in the processes of selecting, evaluating and training employees.
· Ensure that employee handbooks are current and applicable.
· Meet the needs of employees in helping the organization provide appropriate benefits.
· Assist with identifying educational needs and gaining access to the appropriate education.
· Maintain a complete understanding of laws impacting the hiring and management of employees.

□Employee Records And Documentation
· Maintain all of the paperwork and processes related to each staff member’s employment, benefits and education.

· Provide analysis, maintenance, and communication of employee records required by local and federal requirements.
· Maintain employee data and paperwork in secure employee files.

□Employee Benefits

· Ensure the proper processing of  paperwork to enroll the employee with their benefits package and ensure paperwork is submitted to benefits providers with additions and terminations.

· Oversee all activities associated with the administration of the employee benefits.

· Provide status reports to management associated with employment, benefits, compensation and labor relations activities.

· Assist with the tracking of salaries, personal leave, and vacation time.

□Hiring
· Control or monitor the recruiting and/or hiring of new employees, serving to funnel the proper candidates to potential managers.  

· In conjunction with managers, develop accurate and legally stringent job descriptions.
· Prepare job advertisements for appropriate publications.
· Often serve as the initial interviewer and as part of a team for final interviews.

· Be able to assist managers in developing their interviewing and hiring skills.
□
Orientation
· Create a comprehensive system (including documentation)  for the training of new hires, with a focus on training:

· regarding the industry and the company

· on the equipment we sell and the customers we serve

· in the regulations and rules we follow

· in specific job skills

· Create a comprehensive orientation for new hires on:

· Employee Handbook and Policy and Procedure manual

· Benefits

· Company mission and values

· Support supervisors during the 90 day introductory period evaluation

□Employee Training
· Analyze workplace performance to determine training needs and training effectiveness. Based on that analysis, provide input to management on needed educational programs to ensure that the skills of staff personnel meet the needs of the customers and the company.  

· Coordinate continuing education/resources for staff in collaboration with managers.  

· Collaborate with others to select and implement the training necessary:

· as an orientation for new employees;

· to develop inexperienced team members;

· to provide for in depth training in subjects and processes relevant to your department;

· to ensure critical functions through cross trained personnel;

· to educate on the laws, codes and regulations that pertain to the services and equipment provided by company such as FDA, DOT, OSHA, etc.

· Organize and manage effective departmental meetings and training sessions.
· Monitor the effectiveness of training through evaluations, hands-on competency testing and work performance.

· Perform or work with others to provide hands-on competency training to relevant personnel and maintain competency testing data
□Performance Management
· Implement, monitor and offer training and guidance for employee performance reviews and disciplinary actions, ensuring proper timing and documentation
· Keep supervisors on schedule to do periodic and annual evaluations and ensure that completed performance evaluations are on file, including a plan for improvement.

□
Employee Counsel
· Provide excellent customer service to staff.  Listen well and effectively.

· Positively resolve conflict situations.

· Treat all employees equally.
· Serve as the go-to person for employees to go to with issues such as sexual harassment, challenges with management, even personal challenges.
· Ensure conversations with employees are confidential.
· Advise management as to any potential employee issues or complaints while appropriately maintaining confidentiality.
· Act in a professional and ethical manner at all times.
□Compliance Program
· Manage the compliance program and codes of conduct for the company, ensuring the company achieves and maintains compliance with all relevant rules and requirements:  Medicare; federal, state and local; accreditation bodies; private payers.
· Ensure compliance with all current government regulations and professional standards respecting patient care, including those of accrediting organizations

· Review, perform and delegate audits periodically to ensure compliance; investigate, resolve and report any compliance issues. Implement annual independent audits by an outside consultant.

· Certify that employees receive, read, understand and apply all elements in the compliance program. Implement a continuing compliance education and training program to reduce vulnerability to fraud and abuse.
· Approve revisions in the program as changes occur and ensure all employees are made aware and sign off.
· Encourage managers and employees to report suspected fraud and other improprieties without fear of retaliation. Use every resource available to background check all employees, doctors and consultants for government or criminal sanction.

· Treat all information and data within the scope of the position with appropriate confidentiality and security and understand and adhere to all state and federally mandated standards regarding confidentiality and patient rights
□Safety

· Maintain core involvement in all safety and emergency preparedness programs.

· Coordinate safety and ensure preparedness for emergencies and fires and make certain all staff are properly trained in safety and preparedness issues. 
· Evaluate, document, and rectify all safety hazards in and around the office and warehouse.
□
Policy Development And Updating
· Take the lead in policy development and updating, in collaboration with the needs of management and the company,  to ensure that a complete manual of policies and procedures is maintained and kept up to date by systematic review.  That manual should include, at a minimum:

· Disclaimer that the manual is a general source of information and not a binding employment contract 
· Company history and overview, including mission and statement

· Policies sections regarding:

· Employment

· Performance appraisals

· Finances

· Ethics

· Health, safety and security

· Benefits explanations
· Forms

· Review and evaluate all policies and procedures on a scheduled basis and recommend to the management revisions if deemed appropriate.

□Team With Other Management

· Communicate frequently with other management, as colleagues and guides.  Call in management support when needed.

· Constructively communicate operational challenges with input on solution.

· Assure that the information is provided to other management and staff is clear, correct and honest and provided on a timely basis.

□Organizational Management

· Lead in the daily management of your element of the organization, ensuring efficiency and effectiveness of the organization.  Analyze and incorporate effective workflow and process steps and ensure consistent application of those processes.
· Ensure quality and appropriateness of services.
· Effectively and appropriately delegate to staff, utilizing their skills effectively.

· Serve as liaison between the team and the rest of the company, facilitating better communication between the team and the company.

□Quality Improvement Leadership
· Develop quality improvement activities in conjunction with management and quality teams.
· Facilitate group meetings and training in quality improvement as appropriate, including topics such as:

· Basic concepts and methods of quality improvement
· Customer - focused service

· Team building and functioning

· Coordinate implementation, monitoring, and evaluation of activities.
· Coordinate documentation and reporting of results on a timely basis and maintain organized record.
□Strategic Planning/Budget

· Clear understanding of the financial aspects of HME.

· Provide input so that valid revenue forecasts and supporting budgets can be established and maintained.  Ensure that adequate planning occurs to meet the needs of and provide an appropriate response to the financial and personnel related matters of company operations.

· Manage daily operations with budgeted expenses and revenues in mind.

· Review budget to evaluate performance, making appropriate changes and correcting deficiencies. Identify cost saving measures, including facilities, delivery, personnel, etc.
· Develop and implement effective systems and reports to assess productivity, inventory levels, equipment management, and staffing levels.
□Other Duties or tasks may be assigned on an as-needed basis

· When necessary, provide assistance to others when workloads increase.
· Take initiative in finding ways to contribute to the organization.
· Be willingly involved in cross training, when possible.
KEY ATTRIBUTES
□Leadership & Coaching

· Provide motivational atmosphere for department/store/branch and lead by example.
· Act in a professional and ethical manner at all times.
· Develop inexperienced team to be excellent contributors.
· Organize and manage effective department/store/branch meetings.
· Treat all employees equally.

· Listen well and effectively.

· Positively resolve conflict situations.

□Professional Approach, Planning and Organization
· Be dependable with time and performance and ensure the same from staff.
· Offer good attention to detail and accuracy.
· Be able to work on multiple tasks and plan and prioritize actives to achieve results and meet deadlines.
· Make best use of work time to complete projects and assignments on schedule.

· Consistently demonstrate ability to establish and manage priorities.

□
Relationships In The Workplace

· Interface and coordinate work with other senior management to improve workplace function.

· Be forceful with others in maintaining established standards of performance and compliance.

· Maintain cooperative and cordial working relationships with all company employees.

· Demonstrate ability to tactfully handle difficult situations and an ability to resolve conflict situations and individual concerns of employees.

· Serve as liaison between the department and the rest of the company, facilitating better communication between company-wide.
· Maintain a cool head when crisis situations occur.
· Deals effectively with stress.
□Relationships Outside the Worksite

· Maintain the company’s image and reputation at the highest possible level.
· Conduct oneself in a professional and ethical manner at all times, including personal appearance.
· Promote a positive company image with customers and the public by ensuring that the quality of products and service is of the highest possible level appropriate to the situation.

· Represent the company in a positive and professional manner with outside sources (vendors, customers, industry professionals and inside sources (superiors, peers and subordinates).

· Provide public relations visibility as an active member of the industry and the community.
□Initiative

· Perform as a self-starter and manifest a proactive approach to all aspects of responsibility.

· Recognize and perform tasks that need to be completed although not directly assigned – assist others as needed.

· Be active as a teacher, mentor and coach to staff.

□Judgment/decision-making

· Make decisions well and quickly, considering options, gathering opinions and options, but in the end DECIDE and follow through, communicating well to others the decision. 
· Possess the ability to come up with creative alternative and solutions to pressing problems.  Not being limited to what’s been tried before, be able to evaluate and implement new ideas to improve efficiency and profitability.

· Be adept at thinking strategically, understanding how one action impacts another.

· In crisis, show the ability to be the decision maker, to delegate authority and accountability to employees as is appropriate, and to follow through.

· Demonstrate sound, fiscally prudent judgment when making business decisions.

· Be adept at investigating problems, identifying the underlying causes and formulating solutions.

□Confidentiality and Compliance

· Treat all information and data within the scope of the position with appropriate confidentiality and security.
· Understand and practice the rules regarding patient confidentiality, HIPAA and compliance, and safety.  Adhere to all state and federally mandated standards regarding confidentiality and patient rights. 
· Control, oversee and limit access to confidential personnel and financial data
□Knowledge

· Strong body of knowledge in the skills of management and leadership.

· Excellent knowledge of the equipment we sell, its care and maintenance, and the types of customers to whom we sell and their needs

· Understand and practice the rules regarding patient confidentiality, HIPAA and compliance, and safety and the regulations of OSHA, DOT, Medicare, accrediting bodies and other agencies as they impact business of HME.
· Understanding of the reimbursement process
· Identify own learning needs and seeks opportunities for self growth and career advancement.
HUMAN RESOURCES MANAGEMENT & COMPLIANCE

