
 

Role Description 
 

Job Title:  Nursing Home Administrator 

Reports To:  Chief Executive Officer (CEO) 

Department:  Administration 

Prepared By/Date: Denise Bilyeu, HRD, REV 08/15/2018 

Approved By/Date: Marc Penner, CEO 08/15/2018 

 

SUMMARY: The Nursing Home Administrator demonstrates leadership principles through relationship 

development. Using Eden Alternative principles, this role is designed to facilitate fiscally responsible care 

practices that meet regulatory requirements and creates a warm environment for Care Partner growth.   This 

position is responsible for the routine and daily operations and regulatory compliance of the nursing home. The 

primary purpose of this position is to direct administration of the facility within authority of the CEO and the 

governing board, and in accordance with current Federal, State, and local standards, guidelines, and regulations. 

 

Essential Duties and Responsibilities include the following.  Other duties may be assigned.   

 

Maintains and shares a working knowledge of State and Federal regulations and Shalom Park policies  

 

Facilitates comprehensive fiscal management by effectively managing resources to communicate and control 

factors that affect the budget; assists IDT and direct care staff to understand and participate in responsible 

budget and resource management 

 

Oversees integrity of Medicare, Medicaid, resident funds, physician services, and accounting systems 

 

Creates and communicates an innovative marketing strategy as part of the admission process; leads the internal 

team to implement the strategy to include identification of new business opportunities and a comprehensive 

customer service approach 

 

Ensures resident rights, quality of care, and quality of life are maximized by assessing, planning, implementing, 

and evaluating resident services; facilitates measurement of Care Partner satisfaction and response 

 

Works closely with the Director of Nursing to develop, implement, and evaluate care based on policies and 

procedures, regulatory requirements, and best practices which emphasize resident choice and voice 

 

Continually develops and evaluates the food service program and dining experience to promote individualized 

24-hour access to foods of choice 

 

Facilitates a comprehensive human resources program that promotes engaged employees; nurtures and cares for 

both leaders and direct care staff to enable them to provide effective person-centered care and conflict resolution 

to minimize staff turnover 

 

Develops leadership skills of interdisciplinary team and key staff; participates in and promotes professional 

development 

 

Identifies and communicates potential risk management, inconsistent care outcomes, and legal liability issues; 

provides administrative intervention to minimize or eliminate exposure 

 



Develops and implements a comprehensive system for maintaining and improving the environment that meets 

regulatory requirements (OSHA, CMS, Life Safety, etc.); ensures a clean, attractive, environment that fosters 

choice, comfort and dignity for residents, staff, and visitors 

 

Ensures the planning, implementation, and evaluation of a comprehensive emergency preparedness program is 

in place that protects residents, visitors, staff, and property 

 

Ensures sufficient resources (i.e., supplies, equipment, technology, trained staff) are present to provide quality 

care and promote quality of life 

 

Fosters and maintains relationships between the Shalom Park community and outside resources such as vendors, 

hospitals, educational institutions, physicians and ancillary providers 

 

Leads an effective quality assurance and performance improvement (QAPI) process that meets regulatory 

requirements and results in specific action plans when issues are identified; monitors performance to prevent 

recurrence 

 

Makes presentations to committees and at board meetings when required 

 

Represents the facility and participates in management-level meetings with the County and other organizations 

 

Assists department directors in planning, conducting, and scheduling in-service training classes, on-the-job 

training and orientation programs to ensure policies and procedures are reviewed and updated as necessary 

 

Assists with establishment of clinical training program for nurse aides to meet annual training requirements 

 

Reviews accidents and incidents; makes recommendations for an effective safety program for residents 

 

Initiates and coordinates abuse and neglect investigations; manages abuse and prevention protocol 

 

Reviews resident complaints and grievances and makes written reports of action taken 

 

Assists the Admissions Coordinator and Director of Nursing in pre-screening potential new residents 

 

QUALIFICATIONS: To perform this job successfully, an individual must be able to perform each essential 

duty satisfactorily. The requirements listed below are representative of the knowledge, skill and/or ability 

required. Reasonable accommodations may be made to enable individuals with disabilities to perform the 

essential functions. 

 

Must have excellent interpersonal and conflict resolution skills and a willingness to use learning circles to 

communicate and promote organizational change 

Must have the ability to maintain composure under pressure and be able to facilitate multiple projects  

Must be an effective leader with Quality Assurance and Performance Improvement (QAPI) experience 

 

EDUCATION AND /OR EXPERIENCE: Must possess a current, unencumbered Nursing Home 

Administrator’s license or meet the licensure requirement of the State of Colorado and a minimum of three-to-

five years NHA experience 

 

A Bachelor’s Degree in Public Health Administration, Business Administration, or other health-related degree is 

preferred.  Supervisory experience in a hospital or long-term care facility preferred. 

 

Must be an Eden Associate or willing and able to obtain Eden Associate certification within one year 

 



LANGUAGE SKILLS: Ability to read, analyze, and interpret common technical journals, financial reports, 

and legal documents.  Ability to respond to common inquiries or complaints from customers, regulatory 

agencies, or members of the business community.  Ability to effectively present information and respond to 

questions from mangers, clients, employees and the general public. 

 

Math Ability:  Ability to work with mathematical concepts such as probability and statistical inference, and 

fundamentals of algebra and geometry. Ability to apply concepts such as fractions, percentages, ratios, and 

proportions to practical situations. 

 

REASONING ABILITY: Ability to deal with a variety of abstract and concrete variables and interpret a wide 

variety of instructions furnished in writing, oral, diagram or scheduled form.  Ability to define problems, collect 

data, establish fact, and draw valid conclusions. Ability to use sound judgment and make independent decisions. 

Ability to deal with abstract and concrete variables. 

 

PHYSICAL DEMANDS: The physical demands described here are representative of those that must be met by 

an employee to successfully perform the essential functions of this job. Reasonable accommodations may be 

made to enable individuals with disabilities to perform the essential functions. 

 

While performing the duties of this position, the employee is routinely required to use hands to finger, handle or 

feel, and talk or hear. The employee is frequently required to stand, walk, and sit. The employee is occasionally 

required to reach with hands and arms; stoop, kneel, crouch, or crawl; and taste and smell. The employee is 

occasionally required to lift and/or move up to 50 pounds. Specific vision abilities required include close vision, 

distant vision, color vision, peripheral vision, depth vision, and ability to adjust focus. 

 

WORK ENVIRONMENT: The work environment characteristics described here are representative of those 

and employee encounters while performing the essential functions of this job. Reasonable accommodations may 

be made to enable individuals with disabilities to perform the essential functions. 

 

While performing the duties of this job, the employee is required to work in all areas of the organization and 

may be subject to interruptions throughout the day. The employee may be working near moving parts and may 

be exposed to fumes or airborne particles. The noise level is moderate. 

 

Acknowledgement 

I have read the above job description and fully understand the requirements set therein.  I hereby accept the 

position of Nursing Home Administrator and agree to abide by the requirements set forth and will perform all 

duties and responsibilities to the best of my ability.  I understand that as a result of my employment, I may be 

exposed to the AIDS and Hepatitis B viruses. 

I further understand that my employment is at-will and thereby understand that my employment can be 

terminated at-will by the facility or me and such termination can be made with or without notice. 

 

 

                      

NAME     SIGNATURE    DATE 


