JOB DESCRIPTION
Manager/Supervisor

Title: __________________  
Date Associate Received: __________


Exempt___ Non Exempt____ 
Associate Signature: ______________

Reports To: _____________ 
Administrative Approval: ___________


Cost Center: _____________
Human Resources Review: _________

Evaluation Period: ________
Date Of Last Revision: ____________


Job Purpose:  What Managers Are Here to Achieve

The primary purposes of this job are to: 

1.  
Build the human talents of the department's individuals and achieve high team performance. 

2.  
Continuously improve the work systems and current ways of doing things.

3.  
Consistently live out in word and behavior the QUEST Values of this organization, a community of 
    professionals.  


Q:   
Question the 4R’s.






Is this the Right Person?






Is this the Right Task?






Is this the Right Time?






Is this the Right Way?


U:  
Understand.  

Seek first to understand, then to be understood.


E:  
Excel!  

Go for the Gold!


S:  
Serve.   

Exceed internal & external customer’s expectations.


T:   
Teamwork.  

Trust.  Respect. Support.  Participate. Work together.

4.  
Consistently do the day to day tasks with excellence for there are no unimportant duties here. 

5.  Continuously learn new skills, acquire new knowledge and apply them to improve personal and organization performance.  We are a learning organization, and continuous improvement is an expectation of every Associate/manager in every job.

7.  Additional detailed job tasks are attached.

Key Contacts/Relationships:

Supervisory Relationships:


•  Supervised by:


•  Positions supervised:

Knowledge, Experience & Professional Credentials Required:
Competencies Required:  See attached.
Physical Requirements

Body Equilibrium:

Manual Dexterity:

Flexibility:

Hearing/Speech:

Vision:

Static Strength:

Stamina:

Other:

Management 

Performance Evaluation
I. Customer Satisfaction (  %)











       Self
  Final      











       Eval.
  Eval.

1.  
Acts as a role model for Customer Satisfaction by maintaining a friendly, 


cooperative, responsive management style in keeping with the QUEST values


 to Associates, peers, and Customers.

__________________________________________________

__________________________________________________    0  1  2  3     ____
2.  
Assure staff know/live QUEST values as measured by compliments and 


complaints from Customers and other designated forms of measurement. 


__________________________________________________

__________________________________________________    0  1  2  3     ____
3.  
Appropriately measures Customer Satisfaction and consistently meets 


established hospital goals as measured through (measurement company) 


or a department specific tool.

__________________________________________________

__________________________________________________    0  1  2  3     ____
4.  
Makes necessary system enhancements as evidenced by documented 


ongoing improvements to better serve Customers.


__________________________________________________

__________________________________________________    0  1  2  3     ____

5.  
Responds promptly and appropriately to internal and external 


Customer concerns. 

__________________________________________________

__________________________________________________    0  1  2  3     ____  
6.  
Departmental staff are knowledgeable on hospital standards of 


performance and meet the standards 95%+ of the time. 

__________________________________________________

__________________________________________________    0  1  2  3     ____ 
Total Points _______  Number of Standards ______ Rating Average _____

0 = DOES NOT MEET   1 = OCCASIONALLY MEETS  

2 = CONSISTENTLY MEETS    3 = SIGNIFICANTLY EXCEEDS
NUMBER OF STANDARDS_____
TOTAL POINTS____        RATING AVERAGE _____
II.  Economics/Productivity  (   %)
  









        Self
  Final      











        Eval.
  Eval.
1.  
Meets or exceeds operational budget standards within acceptable variances. 


__________________________________________________

__________________________________________________    0  1  2  3      ____
2.  
Meets or exceeds productivity targets and appropriately adjusts staffing in 


response to changes in volume.


__________________________________________________

__________________________________________________    0  1  2  3      ____

3. 
Identifies and implements methods for improving the financial performance of 


one’s area of responsibility resulting in improved gross margin and gross margin 


percentage.


__________________________________________________

__________________________________________________    0  1  2  3      ____

4.  
Manages area of responsibility effectively within identified financial guidelines 


& demonstrates ability to justify variances. 

__________________________________________________

__________________________________________________    0  1  2  3      ____ 
5.  
Develops and implements methods to reduce length of stay and/or manage 


appropriate utilization of services.
 __________________________________________________

__________________________________________________    0  1  2  3      ____  
Total Points _______  Number of Standards ______ Rating Average _____
0 = DOES NOT MEET   1 = OCCASIONALLY MEETS  

2 = CONSISTENTLY MEETS    3 = SIGNIFICANTLY EXCEEDS
NUMBER OF STANDARDS_____
TOTAL POINTS____        RATING AVERAGE _____
III.  Quality (  %)










       Self
  Final      











       Eval.
  Eval.
1.  
Implements creative methods of delivering existing services which 


address efficiency, convenience, patient & physician satisfaction, and 


which are consistent with the QUEST Values of HMC.

__________________________________________________

__________________________________________________    0  1  2  3      ____ 
2.  
Develops & implements programs that improve quality of care/service and 


complies with quality assurance and risk management standards. 

__________________________________________________

__________________________________________________    0  1  2  3      ____ 
3. 
Plans, directs, & coordinates daily operations of the department to achieve 


identified goals within approved timeframes & financial guidelines.

__________________________________________________

__________________________________________________    0  1  2  3      ____

4.  
Maintains documentation to meet regulatory requirements.

__________________________________________________

__________________________________________________    0  1  2  3      ____ 
5.  
Has record of improved results for performance improvement indicators 


established in line with quality standards.

__________________________________________________

__________________________________________________    0  1  2  3      ____ 
6.  
Insures compliance with early identification & notification of risk occurrences 


within department.

__________________________________________________

__________________________________________________    0  1  2  3      ____  

7.  
Utilizes outcome data to further enhance the quality of patient care/services 


offered.

__________________________________________________

__________________________________________________    0  1  2  3      ____    

Total Points _______  Number of Standards ______ Rating Average _____

0 = DOES NOT MEET   1 = OCCASIONALLY MEETS  

2 = CONSISTENTLY MEETS    3 = SIGNIFICANTLY EXCEEDS
NUMBER OF STANDARDS_____
TOTAL POINTS____        RATING AVERAGE _____
IV.  People Growth (   %)










       Self
  Final      











       Eval.
  Eval.
1.  
Communicates fully and routinely with all staff assuring that Associates 


are fully informed about information regarding the organization or their 


professional positions.

__________________________________________________

__________________________________________________    0  1  2  3     ____ 
2.  
Provides Associates appropriate forum to share frustrations, offer 


suggestions, problem-solve, and provide assistance with Associate 


Relations issues.


__________________________________________________

__________________________________________________    0  1  2  3     ____ 
3.  
Mentors Associates by encouraging individual and/or professional 


growth, and providing growth opportunities, when appropriate.

__________________________________________________

__________________________________________________    0  1  2  3     ____ 
4.  
Associates participate in the number of training hours established as 


a hospital goal, and reports department training activities on a monthly 


basis.

__________________________________________________

__________________________________________________    0  1  2  3     ____ 
Total Points _______  Number of Standards ______ Rating Average _____

0 = DOES NOT MEET   1 = OCCASIONALLY MEETS  

2 = CONSISTENTLY MEETS    3 = SIGNIFICANTLY EXCEEDS
NUMBER OF STANDARDS_____
TOTAL POINTS____        RATING AVERAGE _____
V.  Organization Climate/Innovation (   %)











       Self
  Final      











       Eval.
  Eval.
1.  
Actively participates as a positive representative of the management 


team within the organization and the community.

__________________________________________________

__________________________________________________    0  1  2  3      ____ 
2.  
Is accountable for the performance of departmental Associates, meets 


deadlines, and willingly works with others to solve patient and hospital 


issues.

__________________________________________________

__________________________________________________    0  1  2  3      ____ 
3. 
Assures Associate performance evaluations are completed on time.

__________________________________________________

__________________________________________________    0  1  2  3      ____ 
4.  
Utilizes DIG/JDI processes to problem-solve within appropriate 


timeframes.

__________________________________________________

__________________________________________________    0  1  2  3      ____ 
5.  
Participates on at least two DIGs, chairs at least one, and submits at 


least two DIG ideas each year.

__________________________________________________

__________________________________________________    0  1  2  3      ____ 
Total Points _______  Number of Standards ______ Rating Average _____

0 = DOES NOT MEET   1 = OCCASIONALLY MEETS  

2 = CONSISTENTLY MEETS    3 = SIGNIFICANTLY EXCEEDS
NUMBER OF STANDARDS_____
TOTAL POINTS____        RATING AVERAGE _____
VI.  Special Individual/Job Goals  (   %)











       Self
  Final      











       Eval.
  Eval.

1. 
__________________________________________________

__________________________________________________    0  1  2  3      ____ 
 2. 
__________________________________________________

__________________________________________________    0  1  2  3      ____ 

Total Points _______  Number of Standards ______ Rating Average _____
0 = DOES NOT MEET   1 = OCCASIONALLY MEETS  

2 = CONSISTENTLY MEETS    3 = SIGNIFICANTLY EXCEEDS
NUMBER OF STANDARDS_____
TOTAL POINTS____        RATING AVERAGE _____
Summary
Responsibility
Weighting
 Rating Average
Total



Responsibility (I)
______
_____________
____
Responsibility (II)
______
_____________
____
Responsibility (III)
______
_____________
____

Responsibility (IV)
______
_____________
____ 

Responsibility (V)
______
_____________
____ 

Responsibility (VI)
______
_____________
____ 

                    Total =   ______  
                Total Performance =
_____
Total = Weighting x Rating Average

Total Performance = Sum of all “Totals”

Supervisor’s Comments:

____________________________________________________________________________

____________________________________________________________________________

Action Plan for Associate Development:

________________________________________________________________________________________________________________________________________________________

Employee’s Comments:

________________________________________________________________________________________________________________________________________________________

Supervisor Signature:


Date:

____________________________

_____

Associate Signature:


Date
_____________________

____
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