	ORGANIZATION: Harney District Hospital
	LOCATION: Burns, OR

	DEPARTMENT: Emergency Medical Services
	DATE: October 2021  


	JOB TITLE: Emergency Medical Services Manager



PURPOSE OF POSITION: Supervise and mentors staff, resources, quality assurance activities and reporting for the Emergency Medical Services Department.  Represent Harney District Hospital as part of the county-wide emergency medical services system. Develop and oversee department participation in various disaster training plans. Perform various duties of a Paramedic.  Develop department policies, procedures, and budgets in conjunction with supervisor, adhering to state laws and regulations. 
ESSENTIAL JOB FUNCTIONS:
Supervise, schedule, and assign personnel to provide department services for the District.  Develop staffing plans to provide adequate department coverage and review on a regular basis. Interview and select applicants for vacant positions to maintain a high standard of care.  Review work, evaluate performance, respond to employee problems and complaints, and recommend various personnel actions as appropriate. Ensure provision of adequate staff training.  Accurately complete information related to employees in a timely manner, e.g. performance appraisals, new employee orientation check lists, corrective actions, time records, etc.  Conduct staff meetings. Works in collaboration with the Medical Director for EMS and the Assistant Chief Operations Officer in developing policy, procedures and protocols. 
Develop department response plans in conjunction with other emergency responder agencies in order to ensure appropriate, quality response to emergencies and disasters. 

Perform various duties of a Paramedic.

Takes call and responds as primary ALS provider as needed. 

Provide clinical and professional mentoring for all EMS staff.

Develops an annual CQI plan; submits reports to ACOO and reports findings at CQI Meetings ensuring all monitors are addressed and demonstrate improvement.

Quarterly, looks at CMS measures to ensure compliance. 

Provides backup relief for other ALS providers within the department.

Effectively communicates directly with the EMS medical director and / or the Assistant Chief Operating Officer for issues or concerns and planning purposes. 

Conducts training sessions and educates EMS staff on the technical aspects and EMS skills needed to perform their duties. 

Is responsible for the uploading of EMS runs to the State of Oregon on a regular basis. 

Performs routine chart reviews to assess and improve the quality of all documentation done by EMS personnel. 

Coordinate department activities with other agencies and hospital departments.

Coach and counsel employees as needed.  Recommend and administer corrective action as appropriate, in collaboration with the Manager of Human Resources.  
Procure supplies, equipment and materials, and maintain adequate inventory to meet department needs.  Evaluate equipment requirements and maintain operational efficiency of equipment.

Model and assure professionalism and excellent customer service standards for assigned areas.

Maintain records and generate reports for department.  Assure appropriate department policies and procedures are developed, implemented and followed.
Prepare recommendations for annual budget. Review budget for variances, and report as needed. Develop department policies and procedures in conjunction with supervisor.

Maintain cooperative working relationship with hospital staff, patients, other organizations, and the public to provide quality customer service in a courteous manner.

Maintain work areas in a clean, orderly and secure manner.

Follow all safety rules and procedures for work areas.

Other duties as assigned.

AUXILIARY JOB FUNCTIONS: Provide assistance to other hospital personnel as workload and staffing levels dictate.  Maintain proficiency by attending training and meetings, reading materials, and meeting with others in areas of responsibility.  

JOB QUALIFICATION REQUIREMENTS:
MANDATORY REQUIREMENTS: Knowledge of emergency medical delivery methods and operation of specialized emergency medical equipment. Knowledge of safe driving techniques, especially with specialized emergency medical vehicles.  Knowledge of computer applications software and general office procedures.  Ability to provide effective rescue team leadership at emergency scenes. Equivalent to a high school education supplemented with additional specialized emergency medical training and over five (5) years emergency medical experience at the Paramedic level, or any satisfactory combination of experience and training which demonstrates the knowledge, skills and abilities to perform the above duties.

SPECIAL REQUIREMENTS/LICENSES: Possession of current Paramedic (EMT – P) certificate issued by the State of Oregon and Pediatric Advanced Life Support certificate or ability to acquire by the time of appointment.  Possession of Basic Trauma Life Support or Pre-Hospital Trauma Life Support certificate or equivalent within six (6) months of appointment.  Possession of valid driver’s license and acceptable driving record and valid CPR-HCP card. In order to meet the requirements mandated by the Clinical Laboratory Improvement Act of 1988, Sec. 493.1423, documentation including diploma copy or official transcript of highest academic achievement must be provided at time of hire.

DESIRABLE REQUIREMENTS: Possession of BTLS or PHTLS at time of appointment. Previous emergency medical experience in a hospital environment.

PHYSICAL DEMANDS OF POSITION: While performing the duties of this position, the employee is frequently required to sit, stand, bend, kneel, stoop, crawl, climb, communicate, reach and manipulate objects.  The position requires mobility.  Duties require the ability to lift either end of patient stretcher with 180 pound person from lowered position to midrange, then to full raised position followed by returning stretcher to fully lowered position in smooth and efficient manner.  Manual dexterity and coordination are required over 50% of the work period while operating emergency medical vehicle and standard emergency medical and office equipment.  

WORKING CONDITIONS: Working environments include office, hospital emergency room, and accident/injury scenes.  The noise level in the general work area is typical of most office/hospital environments with telephones, personal interruptions, and background noises.  Performing the above duties may expose the position to infections and contagious diseases, hazardous anesthetic agents, body fluids and wastes, odorous chemicals and specimens.  Position may require being on stand-by status and responding to call after hours including weekends and holidays.

SUPERVISORY RESPONSIBILITIES: Responsible for over five (5) and seldom over ten (10) FTE, including up to 50 individuals.
SUPERVISION RECEIVED: Works under the direction of a State Authorized Supervising Physician for clinical issues and the Assistant Chief Operations Officer for administrative matters.
Revision History: 

Sept. 2005 > July 2008>Jan.2009> Dec. 2009 > May 2013
THIS DESCRIPTION COVERS THE MOST SIGNIFICANT ESSENTIAL AND AUXILIARY DUTIES PERFORMED BY THE POSITION, BUT DOES NOT INCLUDE OTHER OCCASIONAL WORK, WHICH MAY BE SIMILAR, RELATED TO, OR A LOGICAL ASSIGNMENT FOR THE POSITION.

