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Managerial Position Contract for:      
Position Title: Administrator
Manager’s Position: Regional Director
	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 marketing, client fulfillment, and management systems; to train and develop the highest caliber staff so that employees’ and clients’ expectations, and the company’s financial standards are exceeded


	Reporting Position(s)

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

	Position: Assistant Administrator

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. 
	Position: Dietary Manager

Result: To help acquire & retain long-term, quality clients for the company through the effective management of the Food Service Department in achieving the company’s Strategic Objective; to plan menus and prepare meals within regulatory guidelines and within established budgets

	Position: Sales Manager

Result: To acquire long-term, quality clients for the company through the effective implementation of the corporate lead generation system & effectively managing the Sales Department. 
	Position: Care Manager

Result: To help acquire & retain long-term, quality clients for the company through the effective management of the Care Department in achieving the company’s Strategic Objective

	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:  Administrator
	Work Listing

	Strategic Work

	1. Using E-Myth principles and systems, lead the community in business attention through all three phases of development: Quantification, Innovation, and Orchestration.

2. Plan the community’s tactics for and help lead others in achieving the Strategic Objective. (Process 1A-03)

3. Participate in KSI Reviews (Process 1A-05; Systems L-1-1-1, L-1-1-2)

4. Identify and oversee systems creation for the community (Process 1B-04)

5. In coordination with RLG, implement the organizational strategy by developing and leading others in creating and implementing all systems necessary to run the business. (Process 1B-04)

6. Utilize provided financial and accounting tools for control and planning. (Processes 1C-02, 1C-03)

7. Increase the attractiveness and value of the community as perceived by customers, investors, employees and vendors. (Processes 2D-02, 2D-03, 2D-04, 2E-02, 2E-03, 2E-04, 3G-04)

8. Review Marketing Reports (System K-1-1)

9. Review Competition Review (Processes 2D-03, 2D-04, 2E-02)

10. Implement Market Rate Increases (Processes 2D-04, 2E-02; System K-2-1-1)

11. Make recommendations for increasing referrals (Processes 2F-02, 2F-04)

12. Shadow On-Site Visits

13. Recommend changes for improvements on New Resident Paperwork

14. Make recommendations for improved business practices (Process 3I-04)

15. Execute position agreements and new hire paperwork for direct reports. (Process 3G-03)

16. Update Position Agreements. (Process 3G-03)

17. Recruit, hire, discipline and train your direct reports. (Processes 3G-04, 3G-05, 3H-02, 3H-04)

18. Approve all direct report work schedules, and train managers on appropriate staffing and scheduling.

19. Train direct reports including state mandated laws, rules and regulations. (Processes 3G-04, 3G-05; Regulation R432-270)

20. Oversee recruitment & training of all staff. (Processes 3G-04, 3G-05)

21. Become an E-Myth Mentor (Process 3H-02)

22. Engage in regular Employee Development Meetings with employees to evaluate the performance of employees. (Process 3H-02; Systems M-1-6-1-1 et al)

23. Be a resource for direct reports (Process 3H-02)

24. Provide staff with information, advice and support related to their functions.(Processes 3H-02, 3H-03, 3H-04)

25. In coordination with RLG, innovate, quantify and orchestrate processes and systems for doing and managing all the departments that report to you. (Processes 3I-03, 3I-04; Systems L-5-1 through L-5-5, L-5-9)

26. Maintain Operations Manual for the community. (System M-1-4 et al)

27. Conduct Stand-Up Meeting (System M-2-2-1)

28. Attend Administrator Meeting

29. Attend UALA & ALFA Conferences and meetings

30. Ensure Quality Assurance Meetings are conducted. (System F-4-6-4, M-2-3-2 et al)

31. Implement Rent Increases (System O-5-3-1-1)

32. Carry out resident, family & employee satisfaction surveys

33. Ensure fire and disaster drills are carried out as required by the state health department. (System M-2-3-1 et al) 




	Work Listing

	Tactical Work

	1. Complete assignments from your direct manager.

2. Write article for newsletter.

3. Handle resident problems and complaints that escalate from direct reports.

4. Ensure transfer if resident requires service beyond the scope of our license.

5. Notify authorities of suspected resident abuse.

6. Approve materials purchases

7. Inspect community for potential hazards regularly.

8. Be on call 24 x 7.

9. Maintain facility-staffing records.

10. Maintain a log indicating any significant change in a resident’s condition and the facility’s action or response.

11. Notify the resident’s responsible person within 24 hours of significant changes or deterioration of the resident’s health, and ensure the resident’s transfer to an appropriate health care facility if the resident requires services beyond the scope of the facility’s license.

12.  Update Rent Rolls

13. Complete New Residency Agreements.

14. Complete site inspections




Managerial Position Contract for:      
Position Title:  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 positions ore requirements change

2. Attend stand-up meeting daily (See System M-2-2-1)

3. Review Marketing Reports weekly and approve prior to being submitted to RLG. (See System K-1-1)

4. Rent increases happen annually

5. Market Rate increases happen annually

6. Administrator Meetings are scheduled by Retirement Living Group. 

7. Recommend trainings and seminars as they present themselves

8. UALA conference is annually, membership meetings are quarterly and training meetings as scheduled by the association.

9. KSI reviews will be quarterly

10. Satisfaction Surveys shall be done annually

11. Site inspections happen daily.

12. Complete E-Myth assignments as they are assigned

13. Update Rent Rolls monthly.

14. Make New Resident Paperwork recommendations as needed

15. Maintain valid Food Handler’s permit

16. Be able to lift up to 70 lbs.

17. Be able to walk long distances.

18. Be able to drive legally.

19. Be able to communicate clearly in verbal and written English.

20. Be able to use a computer including: Word, Excel, E-mail and the internet.

21. Bachelor’s degree or as required by regulation.

22. Be on premises sufficient number of hours in the business day to manage and administer the community (at least 40 hours / week).

23. Appoint an employee to assume the duties of administrator when not available in accordance with regulations.

24. Quality Assurance Meetings occur quarterly and involve a committee including Administrator, health care professional, and other staff as deemed necessary or helpful. These meetings will review every injury, accident, and incident to a resident or employee and document appropriate corrective action
25. Ensure all residents meet admission criteria, and that all residents’ needs can be met by community.

26. 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.
27. 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.

28. Complete, submit, and file all records and reports required by the Department.

29. Facility staffing records are to be kept for the preceding 12 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 was 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: 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. 

     





     
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




On January 2, 2014 Retirement Living Group owns or operates five Assisted Living Communities along the Wasatch Front. Each location is systemized to ensure services are rendered in a uniform, professional manner. We employ about 300 people serving over 700 residents. Company-wide annual sales are $21,000,000 with a 20% profit margin. Operating properties are 97% occupied. Retirement Living Group plans to sell two franchises during each of the next five years, beginning in the western United States; these franchises will be 50% pre-sold at opening, 75% filled at six months of operations, and 97% occupied after a year of operation.

Five Senses of Retirement Living Group Communities:

Look: Our communities are well branded with the RLG style logotype from street to common areas to employee uniforms.  Our communities are adorned with lots of glass, porte cocheres, art, and a friendly atmosphere. They are finely decorated with warm, calm, pleasant colors, impeccably clean, meticulously maintained, and have many, spacious gathering areas. Personal care services are always handled invisibly. All back-of-house areas (including break rooms, storage, and work areas) are always ready for inspection by customers or surveyors.

Feel: Everyone entering the building is greeted warmly. Everyone in the building experiences the power of “Yes is always the answer; what is the question?” as they find solutions through our services. No furniture is too low or too deep to make getting up a challenge for seniors.

Smell: Pleasant smells adorn our buildings.  From entrance to resident apartments, people notice the smell of fresh flowers, fresh baked goods, recently cleaned apartments and common areas. Nowhere is there any unpleasant aroma.

Sound: Throughout the entire building are found happy, joyful sounds.  These include: live music; appropriate background music from the 1920s through the 1950s, as well as famous “classical” music; live birds chirping; lively participation in activities and friendly conversation.  Staff always speaks with respect and at a volume residents can hear.

Taste: A highlight for our residents is our on-site dining accented by linens and centerpieces. Dining includes menu options and accommodating meal times, all managed by trained food service professionals. 

Target Customers of Retirement Living Group:

Prospective Residents (Customers): Our typical resident is a widowed female, over 75 years old who was a homeowner before moving in. She needs some help with Activities of Daily Living (ADLs).  Our customer is dealing with a lot of emotional concerns including loss of independence, fear of change, fear of death, the desire to not leave her comfort zone, and the desire to establish her legacy. However, once moved in, she is happier, healthier and enjoys a higher quality of life.

Influencers of the Customers: Our typical influencer is the oldest daughter of the resident. She is a homeowner, baby boomer, married and has a household income over $75,000. The decision to move is made easier through our truly unique selling propositions. After overcoming the conflicting emotions of encouraging and facilitating a move to assisted living, the influencer is happier, healthier, and enjoys a higher quality of life. We reach the influencer both directly and through recommendations from professional referral sources stemming from our relationships with them. We work closely with organizations, associations and groups that have direct contact with our influencers and professional referral sources.

Commercial Tenants: We have rented space in our communities to companies that provide complementing services to our residents and staff, including: pharmacy, home health and hospice agency, out-patient rehab clinic, physician, gerontologist, internist, hearing specialist, vision specialist, podiatrist, massage therapy, child day care, adult day care, dialysis clinic, and a full service fitness center.

Competitive Advantages of Retirement Living Group:

Quality of Service: Every Retirement Living Group Community achieved perfect, zero-deficiency surveys from the State Health Department for the past two years and “Competitive Advantage” scores on all areas of Customer Satisfaction Surveys. We are able to do this because we have motivated, accountable, responsible and knowledgeable employees who enjoy competitive wages and benefits working for us. Our employees work as a team to provide the highest quality service to our customers. Each employee understands his or her role and the contributions he or she needs to make; they also support each other to make the team work.

Continuum of Care: Every Retirement Living Group Community offers multiple levels of assisted living services in the building. This makes it possible to qualify most leads for our services. This has also made it so that residents can stay in place appropriately under the assisted living regulations, and until end-of–life in many instances with Informed Consent.

Life Enhancement: From morning to night, 7 days a week, we offer a full schedule of well-attended, resident-appropriate, innovative and traditional activities. Residents have organized clubs based around their interests. Volunteers play a vital role in the events in our communities as both residents and non-residents share of themselves to improve our AL communities and society as a whole. There are cultural outings available most weeks. Residents are learning new technology and other skills through classes offered on-site in our computer centers. We also encourage resident and employee support for Retirement Living Group selected charities, sub-for-Santa, food drives, and other local, direct giving.

Experts on Senior Health: We have trademarked programs for mental , physical, social / emotional, and spiritual health. These focus on exercise, education, medication management, and nutrition. These services are offered through coordination between all departments.

Technology: Each community invests in the technology and programs that improve the quality of life for our residents and improves efficiency in life enhancement, operations, hiring, and building management.

Outreach: Retirement Living Group supports – and works with residents and employees in supporting – selected charities.


