Jurisdiction:  Cortland County

Jurisdictional Class:  Competitive

Adopted:  10/20/05

ADMINISTRATIVE SERVICES MANAGER

DISTINGUISHING FEATURES OF THE CLASS:  

This is a professional administrative position in which the incumbent is responsible for supervising and coordinating all the clerical, financial, and other various administrative affairs of the Agency.  The incumbent is also responsible for assisting in the planning, organizing, and evaluating of the public health nursing program.  Work is performed under the general direction of the Director of Patient Services in accordance with established policies and objectives.  This position has direct responsibility for assigned personnel in order to ensure a smooth operation in the Agency.  Does related work as required.

TYPICAL WORK ACTIVITIES:  (Illustrative only)

Assists the Director of Patient Services in planning, organizing and initiating the Agency programs;

Assists in developing and evaluating the administrative and financial aspects of Agency programs in relation to the total health program;

Supervises and participates in the preparation of various administrative, fiscal, and financial reports, and any other required forms;

Recommends and implements policies and procedures for administrative areas and issues within the Agency;

Coordinates department activities relating to the preparation of the annual Medicare and Medicaid cost reports and the interim cost report;

Coordinates patient billing and collection activities for home health care including but not limited to Medicare, Medicaid, and private insurance;

Coordinates the data processing activities of the department;

Assists in the preparation of the Agency annual budget;

Supervises and participates in developing and updating various agreements and contracts;

Participates in writing applications for various grants;

Develops manuals, guides, and other informational materials for use by Agency staff;

Participates in recruitment, employment, and assignment of Agency staff;

Participates in professional conferences.
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FULL PERFORMANCE KNOWLEDGES, SKILLS, ABILITIES, AND PERSONAL CHARACTERISTICS:  

Good knowledge of the principles, practices, and concepts of public administration including budgetary preparation and maintenance; 

Good supervisory skills;

Good knowledge of community organization; 

Good organizational skills;

Working knowledge of current public health programs administration; 

Working knowledge of agency standards and programs and their relationship to the community programs; 

Working knowledge of research methods; 

Working knowledge of data processing terminology and procedures; 

Ability to communicate effectively orally and in writing;

Ability to plan, assign and direct the work of others; 

Ability to understand, interpret and prepare complex written, financial and statistical material; 

Ability to maintain effective working relationships with others;

Physical condition commensurate with the demands of the position.

MINIMUM QUALIFICATIONS:  Either:

A.
Graduation from a NYS registered or regionally accredited four-year college or university with a bachelor's degree in Business Administration, Public Administration, Accounting, Health Administration, Human Services or related field AND two (2) years of full-time paid experience in a health or human services agency performing administrative related activities, one (1) year of which must have been in a supervisory capacity;  OR

B.
Graduation from a NYS registered or accredited two-year college with an associate's degree as defined in (A) above AND four (4) years of full-time paid experience as defined in (A) above.

NOTE:  A master's degree in Public or Business Administration may be substituted for one (1) year of the required experience, but the candidate must still possess at least one (1) year of supervisory experience as specified in (A).

