. Position Description

INDEX NUMBER: 125.29.1 DATE INITIATED: 3/12/81 DATE REVISED: 4/14/09

IDENTIFICATION:

Title: Manager

Department. Materials Management
Reports To: CFO

Position Status: Salaried B Exempt  [[] Non-Exempt

SUMMARY
Under the supervision of the Chief Financial Officer provides supervision and direction to Materials department

employees. Responsible for oversite of hospital supply chain.

PRINCIPLE ACCOUNTABILITIES

1. Assures the annual preparation of operating budget for Materials Management department is prepared based on
sound financial principles. Monitors budget regularly.

2. Supervises personnel directly assigned, including timely annual employee evaluation, recognition, discipline,
hiring and firing. Provides instruction and guidance as necessary and assures effective coordination is maintained
between Materials Management department and other departments in the hospital.

3. Develops and maintains written policies and procedures for Materials Management department.

4. Assures the Continuing Quality Improvement (CQI) efforts and activities of assigned department are effective and
meet hospital expectations. Directs the CQI efforts and activities in Materials Management.

5. Asdirect supervisor for Materials Management department:

a) Supervises the procurement of all supplies (except drugs, lab reagents and food) and equipment for the
hospital, including negotiating prime vendor contracts, negotiating with suppliers and contractors, writing
product and service specifications and analyzing vendor performance.

b) Provides for proper receipt, storage, distribution and accountability for supplies. Establishes inventory levels
and reorder points. Establishes cart and PAR levels and provides for regular stocking of these levels in
designated storage areas.

c) Responsible for the standardization and evaluation of all products, equipment and services as appropriate.

d) Responsible for controlling, counting, and reporting of all hospital supply inventories, overseeing the taking of
year-end physical Inventories.

e) Relates directly and through the proper committees with the medical staff concerning all aspects of supply,
equipment and property management.

f) Participates with the Business Office in determining what items are patient chargeable.

g) Establishes and maintains the proper and appropriate professional and ethical relationships with all sales
representatives.

h) Supports and participates in group purchasing and shared service efforts with other hospitals and related
health facilities.

QUALIFICATIONS
1. An associate degree and/or baccalaureate degree is highly desirable.
2. Five years supply chain experience in a healthcare setting preferred.
3. Reaquires a working knowledge of purchasing administration and technigues, business ethics, business math,
logistics and reprocessing functions.
Should be familiar with general management principles in either a hospital or industrial setting.
Requires effective negotiation skills, communication skills and the ability to work with people.
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LCCH MANAGEMENT STANDARDS
1. Ability to define customers and establish department specific customer service standards (within the
organization’s framework). Trains employees to these specific standards and measures performance against
those standards on an on-going basis.
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2. Follows up on patient and family care/customer issues promptly.

3. Communicates job expectations to employees in advance and reinforces these expectations through regular and
timely feedback and coaching.

4. Applies the formal disciplinary process, as necessary, using consultation with Administrative Supervisor and HR.

5. Allocates adequate resources to allow their employees to fulfill their job responsibilities safely and efficiently and
to provide opportunities for growth and advancement.

6. Develops a department that supports LCCH'’s vision, mission and department goals.

7. Manages revenue and expenses to the established budget and reports and explains reasons for budget variances
and planned corrective actions that will be taken.

8. Conducts regular department meetings on a schedule appropriate to the needs of the department, with a written
agenda that includes sharing of departmental and hospital-wide topics.

9. Establishes other formal and informal mechanisms to encourage communication of information and concerns
between management and employees.

10. Maintains 24 hour responsibility for departmental operations including staffing and scheduling.

11. Responsible for all educational processes relating to regulatory compliance to include ‘New Employee
Orientation’, ‘Annual Mandatory Updates’ and continuing education. Awareness of current licensing and other
required certifications for departmental staff.

12. Represents LCCH ethically in business and professional relationships.

13. Acts as a positive role model for the guiding principles, policies and procedures, work ethics and code of conduct.

14. Able to work effectively with and through others. A team leader with skills that foster and sustain a high-trust
culture. Ability to bring out the best in others.

15. Manages an effective departmental Quality Assurance/Performance Improvement (QAPI) program that includes a
focus on safety and patient centered care.

16. Enforces methods of protecting the confidentiality, integrity and security of confidential information as required by
law, professional ethics and accreditation requirements as referenced in polices 215.29, 150.15 & 150.17.

17. Demonstrates understanding of and adherence to the elements of the Environment of Care and the relationship to
the safety and security of our patients, their guests and our staff.

DISCLAIMER STATEMENT

The above statements are intended to describe the general nature and level of work being performed. They are not
intended to be an exhaustive list of all responsibilities, duties and skills required of personnel so classified, nor do they
address the performance standards that must be maintained.

REVIEWED BY ADMINISTRATIVE APPROVAL
(Signature and title) (Signature and title)
EMPLOYEE:

| have read and understand the duties and responsibilities of this position. | have reviewed and agree to the contents of
this position description and | am able to perform the job functions and meet the physical requirements without
restriction(s):

Employee Signature Date



o B L AKE CHELAN COMMUNITY HOSPITAL PHYSICAL REQUIREMENTS ANAYLSIS
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Department: Materials Management Job Title: Manager

Mark all responses using the following codes:
N = Never
O = Occasionally, represents 1 to 33% or 1 to 2 hour of an 8-hour workday
F = Frequently, represents 34 to 66% or 2.5 to 5.5 hours of an 8-hour workday
C = Continuously, represents 67 to 100% or 6 to 8 hours of an 8-hour workday

Index # 125.29.1

N 0 F c PHYSICAL ACTIVITY
X Walking
X Sitting/Standing
X Reaching. Shoulder height
X Above shoulder height
X Below shoulder height
X Climbing
X Pulling/Pushing: 25 pounds or less
X 25 to 50 pounds
X Over 50 pounds
X Lifting: 25 pounds or less
X 25 to 50 pounds
X Over 50 pounds
X Carrying: 25 pounds or less
X 25 to 50 pounds
X Over 50 pounds
X Crawling/Kneeling
X Bending/Stooping/Crouching
X Twisting/Turning
X Repetitive Movement
PHYSICAL EXPOSURE: (mark where applicable with “X")
Unprotected heights X Harmful physical agents:
Lighting: Bright Heat/Cold
Dim { Noise
Mechanical hazards lonizing/non-ionizing radiation

Hazardous substances
Infectious diseases

ACCEPTABLE MINIMUM PHYSICAL ABILITY:

Good X Correctable Blind Vision
X __ Normal Impaired Color Vision
X__ Normal Moderate Loss Deaf Hearing
X _Good Fair Fair Manual Dexterity
X _ Good Fair Mute Talking/Speech




