	 POSITION TITLE:    Administrator                               GRADE:   III     

 DEPARTMENT:       Administrative Services                 STATUS: Exempt

OFFICE:                   Hospital Administration                 REVISED: 7/20/2022
REPORTS TO:        Chief Executive Officer 


Position Summary:

The purpose of the position is to coordinate and oversee the non-medical services of Tess-Pat Foundation Hospital. This position promotes and ensures the core values are inculcated in the everyday services provided by the establishment. This person leads by example the core values of the hospital while demonstrating those Christian attributes that define the mission and vision of the establishment. The hope is that the Administrator would encourage diligence, dedication, collaboration, and the pursuit of excellence in the services provided by TPFH. Administrator works closely with the medical director to bring together the medical and non-medical services of the establishment for the achievement of efficient, quality and cost-effective management of cases in the hospital.  
Position Scope:

Department of Medical Services; Department of Administrative Services; Office of Nursing Services; Office of Diagnostic Services; Office of Financial Affairs; Food and Nutritional Services; Office of Pastoral/Spiritual Care; Facilities and maintenance Office; Office of Public relations and Mission Advancement; State Ministry of Health; LGA department of Health; Other Departments of TPFS.   
Accountability:

Reports to the Chief Executive Officer
Provides Direction to:

Coordinator of Pastoral/Spiritual Care; Coordinator of Financial Affairs; Public Relations Officer and Coordinator of Mission Advancement; Coordinator of Facilities and Maintenance; Coordinator of Food and Nutritional Services. 
Examples of Essential Job Functions:

1. Oversee the hiring of all the non-medical services’ coordinators.
2. Responsible for the smooth running and collaboration between all the non-medical offices/services.

3. Responsible for organizing in-service programs for all the staff for on-going education and professional growth.

4. Participate in the managerial relationship between establishment and the government agencies.

5. Seek for opportunities of improvement and growth in services and affairs of the hospital.

6. Sits in the management board and personnel assessment board.

7. Seek out resources and opportunities of advancement and improvement for the hospital. Study the services patterns and styles of other hospital for the good of TPFH.
8. Attend conferences/seminars/workshops offered by business agencies for acquisition of more skills to assist the administrative work of the hospital. 
9. Must diligently seek to create a just, fair, compassionate and healthy work environment for both employees and employers irrespective of position in the system. 
10. Other duties as assigned. 

Peripheral Functions:

1. Must work to promote good relation between the hospital and the local community. 

2. Participate and represent the hospital in LGA/State ministry of health events/activities. 
3. Work with other offices to promote wellness and health in the society.
Qualification Guidelines:

1. Master’s degree in business management or Equivalent from accredited Institution.  
2. At least 4 years’ experience working in an approved hospital setting.
3. Experience in administration and management of personnel. 
4. Working with diligence, transparency, compassion, and empathy.
5. A good understanding of one’s limitations and the ability to know when to ask for help. 

6. An understanding of “Labor laws and policies.”

7. Familiarity with hospital protocols and administrative hierarchical structure. 

8. Understanding of church structure at local, regional, national and international levels.

9. Fluent in Ibo and English preferred.
10. Computer skills: Microsoft Word, Access, Publisher, Power Point, Excel, & Skype.
11. Excellent written and oral communication skills.

12. Must be available for local travel.  

13. Must be available to work flexible hours.

Physical Requirements:

Standing, walking, sitting, lifting, carrying, pushing, pulling, climbing, stooping, kneeling, crouching, hearing, speaking, seeing, reaching, lifting heavy loads 30lbs. and repetitive arm/hand/finger movements.  
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