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Position Title: Assistant Administrator
Manager’s Position: Administrator

	Result Statement

	This position is accountable for producing the following result:
To promote the acquisition and retention of clients for the company through the implementation of orchestrated client fulfillment and management systems in the areas of Front Office, Plant and Life Enhancement; to assist with the training and development of the highest caliber staff



	Reporting Position(s)

	These positions report directly to me and are accountable for producing the indicated result(s):

	Position: Life Enhancement Manager
Result: To help acquire & retain long-term, quality clients for the company through the effective management of the Life Enhancement Department in achieving the company’s Strategic Objective; to provide ample and appropriate socialization and personal development activities for residents relating to their interests
	Position:  Office Manager
Result: To retain long-term, quality clients for the company through the effective management of the front office staff in achieving the company’s Strategic Objective by implementing and innovating all systems related to the Office

	Position: Plant Manager
Result:. To help acquire & retain long-term, quality clients for the company through the effective management of the plant maintenance and cleanliness that achieves the company’s Strategic Objective
	Position: HR Associate
Result: To retain long-term, quality clients for the company by effectively communicating the company’s people strategy and benefits available to employees; to support the Strategic Objective by maintaining compliance with regulations pertaining to employee records

	Position: Bookkeeper
Result: To retain long-term, quality clients for the company and support profit goals by implementing the company’s financial systems – including accounting, payroll, communication, tracking, and filing systems – in accordance with the company’s Strategic Objective. To ensure accurate and timely billing of residents, collections, and payments to vendors.

	Position:
Result:



Managerial Position Contract for:      
Position Title:  Assistant Administrator
	Work Listing

	Strategic Work

	1. Using E-Myth principles and systems, lead the assigned departments in business attention through all three phases of development.
2. Identify and oversee systems creation for the assigned departments
3. In coordination with the Administrator, innovate, quantify and orchestrate processes and systems for doing and managing all the departments that report to you.
4. Plan the assigned departments’ tactics for and help lead others in achieving the Strategic Objective.
5. Participate in KSI Reviews
6. Make recommendations for improved business practices
7. Become an E-Myth Mentor
8. Execute and update position agreements and new hire paperwork for direct reports.
9. Engage in regular Employee Development Meetings with employees to evaluate the performance of employees.
10. Be a resource for Managers
11. Complete site inspections
12. Complete E-Myth assignments
13. Recruit, hire, discipline and train your direct reports.
14. Make recommendations for increasing referrals
15. Approve all direct report work schedules, and train managers on appropriate staffing and scheduling
16. Provide staff with information, advice and support related to their functions.
17. Train direct reports including state mandated laws, rules and regulations.
18. In coordination with the Administrator, implement the organizational strategy by developing and leading others in creating and implementing all systems necessary to run the business.
19. Utilize provided financial and accounting tools for control and planning. 




	Work Listing

	Tactical Work Short list?

	1. Handle resident problems and complaints that escalate from direct reports.
2. Notify authorities of suspected resident abuse.
3. Inspect community for potential hazards regularly.
4. Maintain facility staffing records.
5. Assist Administrator as needed.




Managerial Position Contract for:      
Position Title:  Assistant Administrator
	Standards

	List quantity, quality, and behavior standards for which this position is accountable. Do not include those that belong on a system action plan.

	Position Specific

	1. Update Position Agreements as needed
2. Attend stand-up meeting daily
3. Recommend trainings and seminars as they present themselves
4. Attend UALA annually or as requested by RLG.
5. KSI reviews will be quarterly
6. Satisfaction Surveys shall be done annually
7. Site inspections happen daily.
8. Complete E-Myth assignments as they are assigned
9. Update Rent Rolls monthly.
10. Maintain valid Food Handler’s permit
11. Be able to lift up to 70 lbs.
12. Be able to walk long distances.
13. Be able to communicate clearly in verbal and written English.
14. Be able to use a computer including: Word, Excel, E-mail and the internet.
15. Assume the duties of Administrator when Administrator is not available in accordance with regulations.
16. Complete an investigation whenever there is reason to believe that a resident has been subject to abuse, neglect, or exploitation; report all suspected abuse, neglect, or exploitation in accordance with Section 62A-3-302, and document appropriate action if the alleged violation is verified.
17. Verify all required licenses and permits of staff and consultants at the time of hire or the effective date of contract; secure and update contracts for required professional and other services not provided directly by the facility.
18. Complete, submit, and file all records and reports required by the Department of Health.
19. Facility staffing records are to be kept for the preceding 36 months.




	Standards

	Companywide

	1. All work will be performed in accordance with all government laws, regulations, ordinances and court rulings in those jurisdictions in which the company operates.
2. All routine work systems will be documented in an operations manual.  The information included in eh operations manual is proprietary.
3. All work will be performed according to company policies and standards inherent in all position agreements, system action plans, employee handbook, operations manual, ongoing policy memoranda and dress codes.
4. Client and company information will be held as strictly confidential outside the company.
5. Client health information will be held as strictly confidential.
6. All telephone calls, both internal and external, will be returned within one business day and within two hours whenever possible.
7. Manager will be notified in an exception report of any issues to be resolved or deadlines that cannot be met by reporting person, prior to the due date.
8. In coordination with RLG, all innovation will be quantified, tested and improved, then documented for routine implementation (i.e. well orchestrated once proven).
9. Problems with any system must be brought to the attention of manager in an exception report so the system can be improved, within the structure of the operations manual.
10. Employees are encouraged to recommend ideas for the improvement of their department and position that are consistent with the company’s Strategic Objective.
11. All policy memoranda indicating changes in policy and / or procedure will be stored in each employee’s operations manual, until the time an updated procedure is provided.
12. Employees will provide staff assistance as requested; each employee may be asked from time to time to cover other areas of accountability and / or departments.
13. All business communications, whether verbal, visual or written, whether for internal or external use, will be professional in tone and content and in accordance with applicable and existing company policies an standards.
14. Employees will respect each other’s time, space and need for concentration.  Socializing and interruptions must not impede workflow.
15. Employees will have regularly scheduled meetings with their managers.
16. Employees will be honest as they deal with everyone they come in contact with at work.
17. Employees will communicate with others in a respectful tone that is audible to the person(s) with whom he or she is speaking.
18. Employees will use positive, uplifting language and never use profane, vulgar or crude language.
19. Employees will exhibit a positive attitude toward and about their co-workers, supervisors, residents, guests, vendors and others whit whom they come in contact.
20. Employees will be punctual in clock-in and out for their assigned shifts as well as breaks. 
21. All emails will contain a RLG approved signature.



Managerial Position Contract for:      
Position Title: Assistant Administrator
	Signatures

	
Statement of the Position Holder: 
I accept the accountabilities of this position and agree to produce the results, perform the work, and meet the standards set forth in this position contract. 

[bookmark: Text2]     						     
Date						Signature

						     
						Printed/Typed Name

Statement of the Position Holder’s Manager:
I agree to provide a working environment, necessary resources, and appropriate training to enable the accountabilities of this position (results, work, standards) to be accomplished.

     						     
Date						Signature

						     
						Printed/Typed Name
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