Mt. West Retirement Corporation
Job Description

Job Title: 
Assistant Administrator

Reports to: 
Administrator

Job Summary: The Assistant Administrator is responsible to assist the Administrator with all aspects of daily facility operations. The Assistant Administrator has specific management responsibilities for direction of marketing and public relations activities and the coordination of the Activities Department. There is a coordination between the Assistant Administrator and the Administrator for duties related to management of facility expenses/revenue.

Duties and Responsibilities:

· Coordinates with Administrator/Director of Corporate Marketing to deliver in-house training programs for staff to gain knowledge of how to conduct facility tours, respond to telephone inquiries and customer service. Delivers additional training modules as directed by Director of Corporate Marketing.

· Works with Administrator to assure building preparation for tours. Assures model apartments are ready to show, and overall building readiness.

· May conduct professional tours of facility and provide information regarding scope of service and associated fees for personal care services, rent and other move in fees required.

· Host weekly marketing meeting to coordinate, plan and execute quarterly marketing plan.

· Communicate with corporate staff via telephone, email, and fax to provide daily, weekly occupancy reports.

Personnel:
· Direct the hiring, evaluation and scheduling of all marketing activity department personnel.

· Assure complete and current employee personnel paperwork is on file for all staff in the facility.

· Monitor staffing schedules for the marketing and activity departments.

· Assist with all 90-day and annual appraisals for employees in the marketing and activity departments.

· Conduct regularly schedules staff in-services as it pertains to the marketing , customer service and activities department.

· Respond to all staff grievances/concerns in timely manner.

Resident Care:
· Conduct service plan conferences in the absence of the Administrator.

· Implement Level of Care fees and coordinate invoicing of resident/ or responsible party for collection of these fees.

· Participate in monthly Resident Town Hall Meetings.

· Respond to resident concerns/grievances in a timely manner.

· Assist the Administrator to conduct quarterly Resident Satisfaction Surveys.
· In the absence of the Administrator, serve as a liaison between the facility, residents and community resources (home care, hospice, MD offices, transportation services, Medicaid case managers, etc.)

Physical Plant – Assist the Administrator to:
· Assure periodic maintenance tasks are performed.

· Assist with selection and supervision of outside/contracted vendors providing services to and in the facility.

· Review quarterly safety inspection reports generated by safety committee.

· Review monthly safety committee meeting recommendations.

· Assure emergency procedures/plans notebook is current and all staff is knowledgeable of its content.

· Coordinate apartment renovation/cleaning prior to new resident move in.
Budgeting/Bookkeeping – Assist the Administrator to:
· Assist with preparation of annual facility budget.
· Responsible for completion of monthly Rent Roll Summary and Weekly Census Reports.

· Manage facility petty cash account.
· Manage resident petty cash accounts.

· Assure resident monthly invoices are accurate, distributed in a timely manner and that all rents and fees are received and rejected.

Marketing/Public Relations:
· Develop and implement monthly marketing activities/programs inclusive of community outreach activities, special events, media activities and direct mail.

· Establish model apartment for prospective residents; train all staff to do the same.
· Compile marketing/rental notebook as a teaching/training tool for all staff performing in house marketing activities.
· Act as a liaison with community businesses, associations, clubs, etc.
· Develop staff awareness of their role as part of the facility marketing team.
· Manages lead follow up program. Responsible for callbacks, tours, inquiry calls, database development, and follow-ups.
· Represents the facilities at community meetings, attending networking luncheons, representing facilities at trade show events, sponsoring and/or coordinating community presentations. Conduct weekly outreach calls to a variety of referral sources, not limited to medical professionals.
· Develop media advertising campaign, special events that assist with meeting and maintaining occupancy goals. Create and implement direct mail and fax bomb strategies. Manage professional and inquiry database.
Quality Assurance – Assist the Administrator to:

· Implement periodic quality assurance measures.

· Develops and maintains a system for planning, coordinating and monitoring all occupancy and community relations activities for new and existing facilities.

· Prepares and submits regular reports addressing occupancy, planned strategies to assist with meeting occupancy goals, issues and concerns affecting marketing/public relations to Director of Corporate Marketing.

Education: Minimum of high school degree, prefer college education.

Experience: Minimum two years experience/education in geriatric or health related field. Prior experience in personnel management, budgeting, public relations and senior care preferred.

PHYSICAL REQUIREMENTS OF THE JOB

Sit

Sit frequently and for up to, and at times exceeding one hour, but punctuated by 


frequent arising from the chair to stand.
Stand

Stand frequently, punctuated by opportunity to sit at varying intervals.

Walk

Walk level surfaces frequently, but rarely exceeding 150 feet at any one time.

Lift

Constantly          Frequent           Occasional           Rarely



     <5#

       <10#
         >20#
          >50#

Carry

     <5#

       <10#
         >20#
          >50#

Push/Pull
     <5#

       <10#
         >20#
          >50#

Climb

Walk stairs on a frequent basis, with opportunity to utilize elevator 
as alternate 


resource.

Bend

Bends at waist, knees, hips and spine on a frequent basis while filing paperwork 


or reaching for items usually <10#.

Squat

Performs squats on an occasional basis to reach below knee to file paperwork or 


reach items usually <10#.

Twist

Performs a twist or rotation constantly at the trunk, hips, knees and neck while 


reaching for items <5#-10#.

Reach

Reaches on a constant basis while sorting and filing. May occasionally reach 


overhead and below waist when filing or sorting paperwork or light weight items 


of <10#.

Hand 

Constant requirement for hand dexterity for typing, telephone usage, paperwork

Dexterity 
sorting and arranging.

Sensory

   Vision
Must be able to read clearly with or without corrective lenses.

   Hearing
Must be able to hear telephone, audible alarms, bells, and signals related to 


resident safety with or without hearing devices. 

Speech/
Must have strong command of the English language sufficient to read and write

Language
and interpret medical and administrative information.

I have received a copy of the above description and acknowledge that I have read and understand it. I acknowledge that I am capable of performing the described tasks.

Signature of employee
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