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For more than 70 years, Beth Sholom’s mission has been to provide comprehensive, 
compassionate health care for individuals of all faiths in a campus environment and 
home-like setting. 

While much has changed over the years, our founding principles have remained the 
same – to serve our residents with kindness, dignity, respect, and patience. It is our 
honor to provide a true home for those who choose to live here, allowing them to live as 
independently as possible no matter how their health needs may change in the future. 

Our facility is currently recruiting a Nursing Home Administrator to lead our 
extraordinary team! We offer flexible schedules, and supportive staff and leadership. 
We have a generous benefits package and a competitive employee referral program. 
Licensed professionals with a strong customer focus are encouraged to apply. Beth 
Sholom is an Equal Opportunity Employer and will not discriminate in any way protected 
by law. 

This list of duties and responsibilities is not all-inclusive and may be expanded to 
include other duties and responsibilities, as management may deem necessary from 
time to time. 

· Oversees daily facility operations and coordinates department organization, 
management, and resource allocation to provide care and services to residents and 
meet the organizational objectives for revenue and growth. 

· Develops facility budget recommendations for approval of the President and CEO and 
assumes fiscal accountability for prudent management of financial resources including 
revenue examination and enhancement and economic facility operations. 

· Communicates directly with residents, families, medical staff, nursing staff, 
interdisciplinary team members, and department directors to coordinate care and 
services. Improve organization and implementation of plans of care, to maintain quality 
of care, quality of life, and a home-like environment for all residents. 

· Monitors the provision of care and services to residents on all shifts and evaluates 
regulatory compliance efforts through daily rounds to observe care on units, review 
records, and interview staff members, residents, families, and other interested parties. 
Evaluate the findings of compliance rounds conducted by department heads daily. 
Designs, implements, and evaluates action plans to continuously improve quality. 



· Ensures adequate staff levels, reporting process, and verifies all information submitted 
for quarterly Payroll-Based Journal (PBJ) as required by CMS. 

· Obtains outside resources to provide services “under arrangement” when required 
services cannot be provided by facility staff. Negotiates contract terms and supervised 
provision of services to ensure they are of acceptable quality and meet the needs of 
residents and facility. 

· Reviews policies and procedures developed by every department to ensure 
consistency with facility mission, philosophy, compliance with federal, state, and local 
regulations, and to allocate sufficient resources to implement the policies. 

Chairs quality assessment and assurance meetings, including regulatory compliance 
rounds, in all departments to monitor performance and to continuously improve quality. 
Develops program to gather and analyze data for trends and to institute actions to 
resolve problems promptly. Evaluates effectiveness of actions plans. 

· Participates as a member of the Quality, Risk and Oversight Committee with the VP of 
Quality and Nursing, Healthcare Center Director of Nursing, Medical Director, and at 
least three other facility staff members. Reports and makes recommendations to the 
Quality Risk and Oversight Committee as appropriate. 

· Promptly investigates all accidents, incidents, and allegations of potential abuse or 
neglect and reports timely to the proper governing body. Complies with regulations 
regarding the scope and timing of investigations, reporting responsibilities, and notice 
requirements. Reports all such investigations to the VP of Quality and Nursing. 

· Assists in the development of in-service education programs designed to equip the 
facility with sufficient knowledge and skills to provide services to each resident to attain 
or maintain the highest practicable physical, mental, and psycho-social well-being and 
to perform the essential functions of their jobs satisfactorily. Allocates sufficient 
resources in response to recommendations of Department Directors. 

· Actively participates in long-term care survey process by instructing staff in matters of 
conduct and disclosure, always maintaining a presence when surveyors are on-site and 
directing the timely collection of information required by the survey team. Demonstrates 
concern for the identified problems and undertakes corrective action while the survey is 
in progress if appropriate. Gathers and presents supplemental documentation to avoid 
potential deficiencies. Collaborates with Director of Nursing and Department Directors to 
develop responses to survey concerns/citations as needed. 

· Consults with Department Directors daily about resident status, census, budget, 
personnel, and other relevant issues. Conducts regularly scheduled Department 
Director meetings. 



· Collaborates with physicians, consultants, community agencies, and institutions to 
improve quality of services, facilitate communication, and resolve identified problems. 

· Approves staffing plans that assure sufficient numbers of qualified, competent facility 
staff to meet direct care needs, conduct assessments as required, develop plans of 
care, evaluate residents’ responses to intervention, and document clinical records 
effectively in compliance with federal, state, and local requirements. Incorporates 
recommendations about numbers and types of personnel necessary to provide care and 
to maintain compliance with the facility mission and with regulations in reports and 
budget proposals to President and CEO. 

· Hires and retains competent Department Directors to manage facility operations and to 
provide services to attain or maintain the highest practicable physical, mental, and 
psychosocial well-being of each resident. Conducts interviews, provides regular 
performance reviews, takes appropriate job actions, reviews job actions taken by 
subordinates to assure that staff meet qualification and performance standards, and can 
perform all the essential functions of the job. 

· Ensures 24-hour availability as administration resource by providing on-call and 
telephone access or designating an alternative, qualified facility staff member to do so. 


