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Management training program

(Administrative Specialist)
Job Description

COMPANY

Community Health Systems, Inc. is one of the nation’s leading operators of general acute care hospitals. The organization’s affiliates own, operate or lease 80+ hospitals in 16 states with approximately 15,000 licensed beds. Affiliated hospitals are dedicated to providing quality healthcare for local residents and contribute to the economic development of their communities. Based on the unique needs of each community served, these hospitals offer a wide range of diagnostic, medical and surgical services in inpatient and outpatient settings.
POSITION DESCRIPTION
Administrative Specialist - the entry level position for our hospital administrative leadership development track.  Unlike traditional Administrative Fellowships, this opportunity is a permanent, full-time position with CHS, which, if successful, will lead to the progressive advancement to a CEO role at one of our facilities. 

Working with your Preceptor, the hospital CEO, you will gain agreement on the specific content and goals of your Specialist experience.  You will learn the methods and responsibilities of the administrative function of a CHS hospital in accordance with the administrative policies and procedures of the Corporation so that you become competent to manage the administrative work of a CHS hospital.  Typical components of the experience will include a rotation through key hospital departments, projects with exposure to strategic operational issues, and involvement in senior management meetings/committees.
DUTIES & RESPONSIBILITIES

1. Complete the Core Curriculum and On-the-Job Training activities assigned by the Development & Retention Department.

2. Attend Board of Trustee meetings, Executive Committee meetings, Finance Committee meetings, Medical Staff meetings, Financial Staff meetings, Hospital Association meetings and Department Head meetings.

3. Perform assigned duties in various hospital departments as directed in order to become familiar with these departments and to obtain a working knowledge of their functions.

4. Complete a written self-evaluation once per quarter.

5. Participate in special projects as assigned by preceptor.

REQUIREMENTS

1. Education:   Applicants must have recently received, or be eligible to receive upon successful completion of 12 month residency, a M.B.A. with a concentration in healthcare or M.H.A. (Preferred)

2. Special Qualifications:  Must demonstrate the potential for planning, organizing, directing and controlling hospital operations.  Must be capable of motivating self and others.  

3. Must be willing to relocate.
