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Position Description 
 

Job Title: Director of Inpatient Services 

Department: Nursing 

Supervisor: CNO 

FLSA Status: Exempt 

Approved Date: 2/02/2018 

 

Summary 

Manages, supervises, and coordinates the operations of the Inpatient Services 

Department by performing the following duties personally or through subordinate 

supervisors.  

 

Essential Duties and Responsibilities include the following.  

 

 Knowledgeable of CMS, state regulations and COPs.  Participates in appropriate 

department and hospital committees.   

 

 Participates in infection control, quality assessment activities and analysis, serve 

as utilization review back-up.  Working with other departments’ directors as 

needed on discharge planning, and case management.  In addition, responsible 

for medication errors and nursing education.   

 

 Prepares, monitors, and adjusts annual departmental operating and capital 

budget in conjunction with administration to assure cost effective utilization of 

personnel, equipment, and supplies while maintaining quality patient care. 

Monitors approved budgets on a monthly basis, explaining variances. 

 

 Develops, implements, and evaluates department policies, goals, and objectives.  

Participates in the development and modifications of department programs. 

 

 Analyzes and evaluates nursing and related services to improve quality of patient 

care and utilization of staff time. Monitors productivity of all departments. 

Approves assigned personnel’s bi-weekly payroll.    

 

 Interviews and hires applicants. Cultivates an atmosphere that promotes 

recruitment, retention, and employee appreciation. Promotes good employee 
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relations. Establishes and maintains a climate in which personnel can attain their 

maximum potential in performance.  

 

 Prepares and reviews personnel performance evaluations and initiates personnel 

actions such as merit increases, promotions, transfers, disciplinary actions, and 

termination. 

 

 Approves and contributes to the orientation and education programs for 

assigned personnel. Coordinates the educational activities of the department, 

communicates new/revised protocols, guidelines, and standards to assigned 

personnel. Creates an environment of professional growth and development.  

 

 Effectively intercede with family and patients and resolve concerns related to the 

delivery of health care services. Investigates, resolves, and documents with tact 

and diplomacy the resolution of complaints or incidents concerning patients, 

visitors, nursing staff, or other customers. Counsels employees when appropriate 

and collaborates with the Chief Nursing Officer, or Human Resources when 

needed. 

 

 Monitors, implements, and participates in continuous quality improvement 

processes regarding topics pertinent to the department. Communicates with 

various departments, Department directors, to resolve operational problems and 

improve quality of services.  

 

 Directs maintenance of departmental facilities, equipment, and supplies in a 

condition to promote efficiency, health, comfort and safety of patients and staff. 

 

 Other duties may be assigned. 

 

Supervisory Responsibilities  

 

Directly supervises employees in the Inpatient Services Department. Carries out 

supervisory responsibilities in accordance with the organization's policies and applicable 

laws. Responsibilities include interviewing, hiring, and training employees; planning, 

assigning, and directing work; appraising performance; rewarding and disciplining 

employees; addressing complaints and resolving problems. 
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Competencies  

 

To perform the job successfully, an individual should demonstrate the following 

competencies: 

 

 Analytical - Synthesizes complex or diverse information; uses intuition and 

experience to complement data; designs work flows and procedures. 

 

 Continuous Learning - Assesses own strengths and weaknesses; seeks feedback 

to improve performance; pursues training and development opportunities; strives 

to continuously build knowledge and skills; shares expertise with others. 

 

 Job Knowledge - Competent in required job skills and knowledge; exhibits ability 

to learn and apply new skills; keeps abreast of current developments; requires 

minimal supervision; displays understanding of how job relates to others; uses 

resources effectively. 

 

 Problem Solving - Identifies and resolves problems in a timely manner; gathers 

and analyzes information skillfully; develops alternative solutions; works well in 

group problem solving situations; uses reason even when dealing with emotional 

topics. 

 

 Project Management - Coordinates projects; communicates changes and 

progress; completes projects on time and budget; manages project team 

activities. 

 

 Customer Service - Manages difficult or emotional patient situations; responds 

promptly to patient needs; solicits patient feedback to improve service; responds 

to requests for service and assistance; meets commitments. 

 

 Communications - Expresses ideas and thoughts verbally; expresses ideas and 

thoughts in written form; exhibits good listening and comprehension; keeps 

others adequately informed; selects and uses appropriate communication 

methods; edits work for spelling and grammar. 

 

 Cooperation - Establishes and maintains effective relations; exhibits tact and 

consideration; offers assistance and support to co-workers; works cooperatively 

in group situations; works actively to resolve conflicts. 
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 Managing Customer Focus - Promotes patient focus; establishes patient service 

standards; provides training in patient service delivery; monitors patient 

satisfaction; develops new approaches to meeting patient needs. 

 

 Teamwork - Balances team and individual responsibilities; exhibits objectivity and 

openness to others' views; gives and welcomes feedback; contributes to building 

a positive team spirit; puts success of team above own interests; able to build 

morale and group commitments to goals and objectives; supports everyone's 

efforts to succeed. 

 

 Change Management - Communicates changes effectively; builds commitment 

and overcomes resistance; prepares and supports those affected by change; 

monitors transition and evaluates results. 

 

 Team Leadership - Fosters team cooperation; defines team roles and 

responsibilities; supports group problem solving; ensures progress toward goals; 

acknowledges team accomplishments. 

 

 Delegation - Delegates work assignments; matches the responsibility to the 

person; sets expectations and monitors delegated activities; provides recognition 

for results. 

 

 Managing People - Defines responsibilities and expectations; sets goals and 

objectives; gives performance feedback; motivates for increased results; 

recognizes contributions; encourages training and development.  Includes staff in 

planning, decision-making, facilitating and process improvement; takes 

responsibility for subordinates' activities; makes self-available to staff; provides 

regular performance feedback; develops subordinates' skills and encourages 

growth; solicits and applies patient feedback (internal and external); fosters 

quality focus in others; improves processes, products and services.; continually 

works to improve supervisory skills. 

 

 Quality - Demonstrates accuracy and thoroughness; looks for ways to improve 

and promote quality; applies feedback to improve performance; monitors own 

work to ensure quality. 
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 Conflict Resolution - Encourages open communications; confronts difficult 

situations; maintains objectivity; keeps emotions under control; uses negotiation 

skills to resolve conflicts. 

 

 Recruitment & Staffing - Exhibits sound interviewing skills; presents positive, 

realistic view of the organization; analyzes and forecasts staffing needs; makes 

quality hiring decisions. 

 

 Cost Consciousness - Works within approved budget; develops and implements 

cost saving measures; conserves organizational resources. 

 

 Ethics - Treats people with respect; keeps commitments; inspires the trust of 

others; works with integrity and principles; upholds organizational values. 

 

 Organizational Support - Follows policies and procedures; completes 

administrative tasks correctly and on time; supports organization's goals and 

values. 

 

 Adaptability - Adapts to changes in the work environment; manages competing 

demands; changes approach or method to best fit the situation; able to deal with 

frequent change, delays, or unexpected events. 

 

 Personal Appearance - Dresses appropriately for position; keeps self well 

groomed. 

 

 Attendance/Punctuality - Is consistently at work and on time; ensures work 

responsibilities are covered when absent, covering for staff when appropriate and 

department staffing is adequate based upon patient census; arrives at meetings 

and appointments on time; expected to work Monday - Friday, changes to work 

schedule as approved by your director. 

 

 Dependability - Follows instructions, responds to management direction; takes 

responsibility for own actions; keeps commitments; commits to long hours of 

work when necessary to reach goals; completes tasks on time or notifies 

appropriate person with an alternate plan. 

 

 Initiative - Undertakes self-development activities; looks for and takes advantage 

of opportunities; asks for and offers help when needed. 
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 Innovation - Displays original thinking and creativity; meets challenges with 

resourcefulness; generates suggestions for improving work; develops innovative 

approaches and ideas. 

 

 Judgement - Displays willingness to make decisions; exhibits sound and accurate 

judgment; supports and explains reasoning for decisions; includes appropriate 

people in decision-making process; makes timely decisions. 

 

 Planning/Organizing - Prioritizes and plans work activities; uses time efficiently; 

plans for additional resources; sets goals and objectives; organizes or schedules 

other people and their tasks; develops realistic action plans. 

 

 Safety and Security - Observes safety and security procedures; determines 

appropriate action beyond guidelines; reports potentially unsafe conditions; uses 

equipment and materials properly. 

 

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. 

 

Education and/or Experience  

Bachelor of Science in Nursing or minimum of 10 (ten) years hospital clinical experience 

and a minimum of 3-5 years management experience.     

 

Language Skills  

Ability to read and interpret documents such as safety rules, operating and maintenance 

instructions, and procedure manuals.  Ability to write routine reports and 

correspondence.  Ability to speak effectively before groups of patients or employees of 

organization. 

 

Computer Skills  

To perform this job successfully, an individual should have knowledge of Microsoft 

Office applications, Email, and Outlook. 

 

Certificates, Licenses, Registrations  

BLS, TNCC, PALS, and ACLS 
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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 Job, the employee is regularly required to use hands 

to finger, handle, or feel; reach with hands and arms and talk or hear.  The employee is 

frequently required to sit.  The employee is occasionally required to stand and walk. The 

employee must regularly lift and/or move up to 10 pounds and occasionally lift and/or 

move up to 50 pounds.  Specific vision abilities required by this job include color vision. 

 

Work Environment The work environment characteristics described here are 

representative of those an 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 position, the employee is frequently exposed to 

fumes or airborne particles. The noise level in the work environment is usually quiet. 

 

I have read the above position description and fully understand the duties and requirements if 

this position.  My director has explained, to my full understanding the performance 

expectations regarding each of the above essential duties and responsibilities and 

competencies.  I hereby accept the position; and state that I am fully capable of carrying out 

all of the above essential duties and responsibilities and competencies that I possess the 

required knowledge, skills and abilities; and meet all of the special qualifications indicated in 

this position description; and agree to abide by the requirements set forth and will perform all 

of the duties and responsibilities of this position to the best of my ability. 
 

I understand that I must give at least thirty (30) calendar days’ notice of my resignation from 

this position to terminate my employment in good standing. 

 

I agree to abide by the policies and procedures of Harrison County Community Hospital 

District.  I understand that as a condition of my continued employment I must maintain the 

licensure, registration or certification as indicated above, and that I must by testing and/or in-

service training demonstrate my competency and/or qualifications to work in the HCCHD 

environment of care, as required by HCCHD policy, CMS Conditions of Participation and 

Missouri/Federal Laws or Regulations. 
 

_______________________________________________  ______________________________________________ 

Employee Signature  Date   Director Signature  Date 

 


