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FACILITY SURVEY BRANCH MANAGER 
 
 
This is administrative and supervisory work in administering state licensure, federal certification, or 
medical review programs for health care facilities across the state. Facilities include: general and 
specialty hospitals, mental health facilities, nursing homes, abortion clinics, home health agencies, 
homes for the aged and infirmed, portable X-ray facilities, rural health clinics, rehabilitation facilities, 
ICF/MR, and end-stage renal dialysis clinics. Employees in this class serve as the branch head for a 
specific function, such as Medicaid/Medicare Certification, Medical Review, Medical Facilities 
Licensure, and Group Care Licensure. Employees supervise a staff of professional, multi-disciplined 
consultants who perform consulting and surveying activities on facilities statewide. Employees are 
responsible for insuring compliance with state and/or federal requirements concerning provision of 
medical, social, nursing, rehabilitative dietary, housekeeping, pharmacy, medical records, radiology, 
and other specialty services. Work also involves interpreting, adapting, or developing policy. 
Employees report to a program chief in either the Licensure or Certification Section within the Division 
of Facility Services. Employees perform other duties as required. 
 
I. SUPERVISORY/MANAGERIAL FUNCTIONS: 
 
Planning - Employees determine annual goals and objectives for their branch within the framework of 
overall divisional objectives. Work involves both short and long-range planning, and coordinating with 
other branch and Divisional disciplines and/or local agencies to establish procedures and objectives. 
 
Organizing and Directing - Employees develop work plans for staff and determine most efficient method 
of operation gad assignment. Employees schedule workloads based on previous year's schedules, and 
on state/federal deadlines and requirements. Work also involves establishing priorities as needed. 
Major staff or operational changes are subject to review by the section chief. 
 
Budgeting - Employees project budget estimates and make recommendations to management based 
on activity needs and goals. 
 
Training - Employees evaluate the training needs of staff and assure on-going education, on-the-job 
training, and workshops to encourage professional growth. 
 
Setting Work Standards - Employees interpret, explain and apply policies, standards, and procedures 
to ensure that federal and state requirements are being met by staff. 
 
Reviewing Work - Employees review the work of subordinate staff involved primarily in surveying 
various health care facilities for either licensure or Medicare/Medicaid certification. This involves review 
of monthly activity reports and staff correspondence for adherence to state and federal requirements 
and deadlines. Work also involves accompanying staff on-site to facilities to review quality and 
effectiveness of surveys. Periodic staff meetings may be held to disseminate policy and related 
information to staff. 
 
Counseling and Disciplining - Employees resolve initial grievances and problems with staff.  More 
serious problems involving disciplinary action are resolved in conjunction with the section chief. 
 
Performing Other Personnel Functions - Employees recommend hiring, promotion, dismissal, 
reassignment, and salary adjustment decisions to section chief. Performance evaluations are 
conducted on staff and monitored throughout the year. 
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II. SCOPE AND NATURE OF WORK SUPERVISED: 
 
Dynamics of Work Supervised - Employees are responsible for state and/or federal programs within 
multiple and varied facilities that are subject to frequent revisions in standards, procedures, policies and 
guidelines. Work requires adaptation or re-interpretation in order to meet program goals. 
 
Variety of Work Supervised - Employees administratively and technically supervise staff assigned to the 
program area involved in either licensure or certification work. 
 
Number of Employees-Responsible For - Employees are responsible for a staff ranging in size from 10 
to 33 employees. 
 
III.  EXTENT OF SUPERVISION RECEIVED: Employees function independently within a broad 
conceptual and programmatic framework. Review is received on an informal basis as necessary. Major 
changes in objectives or procedures are reviewed by section chief. 
 
IV. SPECIAL ADDITIONAL CONSIDERATIONS: 
 
Supervision of Shift Operations - None 
 
Fluctuating Work Force - None 
 
Physical Dispersion of -Employees - Staff is either dispersed across the state, or required to travel 
extensively. 
 
V. RECRUITMENT STANDARDS: 
 
Knowledges, Skills, and Abilities - Thorough knowledge of state and federal standards, guidelines, laws 
and regulations relative to medical and social services institutions, as well as the services they provide; 
considerable knowledge of principles and practices of health care organization and management; 
general knowledge of physician services, nursing, pharmacy, dietetics, medical records, social 
services, civil and patient rights, and proper utilization of facilities; ability to establish and maintain 
effective communications and work relationships with various health industry, corporate and civic 
groups, regulatory agencies, facility management, and professional consultants; ability to organize and 
work independently; ability to interpret and apply rules, regulations and policies to different situations 
and facilities; ability to plan, supervise, and coordinate a statewide program. 
 
Training and Experience Requirements - Bachelor's degree from an appropriately accredited institution 
and five years of experience in surveying health facilities and administration of a medical facilities 
program or in a related program in the health field, two years of which must have been in a team leader 
or supervisory capacity; or an equivalent combination of education and experience. 


