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PROGRAM DIRECTOR 

(Bridges To Home – Pediatric Skilled Nursing Facility) 

EFFECTIVE DATE: 09/27/19 LOCATION:  Shoreline, WA 

DEPARTMENT: Administration  DRIVING CLASS:  Required 

FTE STATUS:  Full-Time (40+ hours/week) FLSA CLASS: Exempt 

REPORTS TO:  Chief Executive BENEFITS:  Eligible  

SUPERVISES:  Facility Staff   

COMPENSATION: Market Competitive & Based on Education & Experience with Benefits: Medical, Dental, Vision, 
Life, Disability, HRA, 403b7, Supplemental Insurance, Paid Time Off, & Paid Holidays (applicable wait periods apply) 

       

 
 
GENERAL SUMMARY: 
The Program Director oversees the operation of Ashley House’s 15-bed pediatric skilled nursing facility, 
“Bridges to Home” (the first and only such facility in Washington State) serving medically fragile and 
complex patients with the goal of providing transition from hospitalization to home.   

The Program Director provides direct supervision to mid-level management staff as well as select 
program support staff.  The Incumbent works closely with the department directors of Human 
Resources, Program Services (Social Work), and Accounting to facilitate the Agency’s interdisciplinary 
approach to service provision.  Major responsibilities include, but are not limited to: Staff Supervision; 
Strategic planning and reporting; Budget management of approximately 5 million dollars; Licensing 
compliance; Performance leadership; and Coordination of building and grounds upkeep.  The Program 
Director works under the general supervision of Ashley House’s Chief Executive and establishes and 
maintains relationships with numerous stakeholders, including closely working with the staff at Seattle 
Children’s Hospital, especially the physician providing medical direction.  

This position requires the ability to utilize discretion to make decisions in support of the organization’s 
objectives and program goals and the ability to work independently under minimal supervision and 
general instructions to fulfill the responsibilities described herein. 
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MINIMUM REQUIREMENTS: 
1. A RN or ARNP with a current Washington State licensure, or similar certification or licensure 

that is maintained throughout employment; 

2. A masters in a relevant field, e.g., nursing, hospital or healthcare administration, etc; 

3. Five year’s direct patient care experience; 

4. Three year’s leadership experience, including direct supervision of staff; 

5. A solid proficiency in the English language with professional communication skills including 
interpersonal, verbal, non-verbal, and written communications with the ability to read, analyze, 
and interpret common scientific and technical journals; clinical documents, medication and 
physician orders, respond to common inquiries or complaints from customers, regulatory 
agencies, or members of the business community, and, effectively present information to top 
management, public groups, and/or boards of directors. - Bilingual abilities are preferred;  

6. A current Washington State Driver License or valid driver license as an active duty armed forces 
personnel or dependent of an active duty armed forces personnel;  

7. Proof of an acceptable driving record through the provision of a driving abstract on annual basis 
or as requested, with the ability to be insured to drive agency vehicles; 

8. Ability to pass, and maintain throughout employment, an in-depth criminal background check 
with the State of Washington, including personal references, and an FBI fingerprint criminal 
history check; 

9. Proficient clinical skills necessary to provide and teach individual care; 

10. Experience with multiple nursing and medical tools, services, and equipment used to provide 
direct individual care; 

11. Proficient in the use of word processing and spreadsheet software, preferably MS Word and 
Excel; 

12. Ability to maintain constant professionalism, critical thinking, and objectivity; 

13. Proof of a valid Tdap, Flu, and TB immunizations; 

14. Proof of a valid Healthcare Provider (BLS) CPR certification, maintained throughout 
employment; 

15. Proof of a valid Food Handler’s Permit from the Health Department, maintained throughout 
employment; 

16. Ability to meet the physical demands of the job as define within this job description.
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ESSENTIAL ONGOING EXPECTATION: 
1. Subscribes and commits to Ashley House’s values; 

2. Adheres to Ashley House Policies and Procedures; 

3. Acts as a role model within and outside the Agency; 

4. Advocates for the clients to receive quality, high level care; 

5. Teaches and Mentors Clinical Staff to provide high level care in a safe environment; 

6. Maintains professional boundaries and behavior, including a positive, collaborative, solution 
focused, and team-oriented attitude; 

7.  Maintains the confidentiality of employee, client, and sensitive organizational information 
except as required by the obligations of the position or law; 

8. Demonstrates knowledge of the union agreement with respect to responsibilities of the 
position; 

9. Effectively communicates and recognizes different learning styles; 

10. Performs duties as workload necessitates; 

11. Maintains a positive and respectful attitude; 

12. Communicates effectively and professionally with all individuals; 

13. Works in a collaborative manner with administration and management of all agency 
departments; 

14. Demonstrates flexible, efficient time management, and the ability to prioritize workload to 
accomplish organizational goals, and objectives; 

15. Consistently reports to work on time prepared to perform duties of position; 

16. Demonstrates ability and willingness to provide direct nursing care as needed; 

17. Obtains, and maintains all ongoing required documentation for continued employment and 
submits documentation to the Human Resources Department in a timely manner and prior to 
expiration. 

ESSENTIAL 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.  
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Essential physical demand functions include the ability to: Lift up to 50 lbs. periodically; Stand and sit 
for extended periods of time; Bend, stoop, and twist regularly; squat; push wheelchairs and move 
beds/medical equipment periodically; Manipulate items with fingers frequently; Operate a computer 
regularly and for extended periods; Drive an automobile regularly; Hear program activity and alarms 
regularly; Operate house services equipment periodically; Effectively communicate verbally and in 
written format regularly; Read and interpret manuals, medical documents, laws,  and instructions 
regularly; and, Visually inspect displays/monitors, charts, and documents regularly.  Specific vision 
abilities required by this position include close vision, distance vision, color vision, peripheral vision, 
depth perception, and the ability to adjust focus regularly.              

ONGOING RESPONSIBILITIES 

Performance Leadership: 
1. Provides on-site supervision to mid-management, supervisory, and some support staff (e.g., 

Assistant Director, Nurse Supervisor, Lead Aide, Receptionist, Housekeeper); 

2. Interviews and makes hiring decisions to fill direct report positions; 

3. Ensures proper supervision is afforded to all program staff (approximately 40); 

4. Ensures orientation and training is provided to all staff in compliance with agency guidelines, 
licensing requirements, and best practice; 

5. Provides for a supportive environment that is conducive for all staff to perform at their best; 

6. Addresses performance and competence issues as needed within the guidelines established by 
the Human Resources Department, and with proper documentation; 

7. Ensures staff adherence to established protocols and best practices; 

8. Promotes and facilitates staff growth and development; 

9. Ensures the requirements of the collective bargaining agreement are followed; 

10. Participates in contract negotiations as directed. 

Asset & Supply Management: 
1. Ensures the facility and vehicles are properly maintained, safe, clean, and aesthetically pleasing, 

in partnership with the Maintenance Department;  

2. Ensures adequate supplies are on hand to enable full operation; 

3. Establishes and maintains proper and efficient storage of supplies and equipment; 

4. Interfaces with vendors to secure equipment and supplies. 
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Quality Assurance: 
1. Coordinates the development and maintenance of policies, procedures, and protocols that 

guide operations; 

2. Participates in the development of, and oversees a Continuous Quality Assurance Program that 
minimizes risk and provides the best possible care based in best practice; 

3. Participates as a member of the Interdisciplinary Team to ensure a holistic approach is utilized 
to meet all client needs; 

4. Solicits stakeholder feedback to ensure satisfaction and to proactively address potential issues; 

5. Ensures patient care plans are developed according to stated guidelines and ensures they are 
implemented as written; 

6. Ensures staff competence; 

7. Performs individual chart audits to ensure compliance with regulations and quality of care on a 
bi-monthly or more frequent basis;  

8. Reviews incident reports, providing required reporting; 

9. Ensures discharge planning is comprehensive and initiated as soon as possible, before or just 
after admission; 

10. Ensures aftercare is provided according to program design. 

Medical Care: 
1. Ensures the health and safety of the individual is top priority; 

2. Works with the Medical Director to ensure proper protocols are established, updated, and 
maintained; 

3. Seeks consultation from Medical Director as needed regarding patient care; 

4. Interfaces and partners with hospital doctors and clinics to ensure communication regarding 
care and transition are optimal; 

5. Participates in rotating clinical call. Must be available after regular business hours and on 
designated weekends to provide consultation to house staff. May require going in to help cover 
at any of the houses; 

6. Provides direct individual care to clients when direct care staff are not available. 
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Electronic Record Keeping: 
1. Oversees the implementation and on-going use of electronic health records; 

2. Works with hospital staff to ensure ease of interface between the two health record systems; 

3. Coordinates the use of tele-medicine; 

4. Ensures staff are trained in the use of the EHR and telemedicine programs; 

5. Ensures software and hardware needs are addressed. 

Budget: 
1. Participates with the Chief Executive and Controller to develop annual operating and capital 

budgets; 

2. Assists with forecasting long-term financial operations; 

3. Participates in, and leads as directed, contract negotiations and development for vendors and 
managed care organizations;  

4. Oversees the implementation and ongoing management of the budget to ensure operations 
and capital expenses fall within budget parameters; 

5.  Manages ongoing expenses, reviews financial reports, and works with the Chief Executive on 
financial matters. 

Communication: 
1. Makes informational and promotional presentations about the program as needed; 

2. Maintains relationships with donors and other program supporters; 

3. Provides verbal and written reports to the Chief Executive as directed; 

4. Uses electronic, verbal, and written communication effectively to fulfill job responsibilities. 

Other: 
1. Participates as a member of the agency leadership teams; 

2. Participates as a member of ad hoc committees and work groups; 

3. Works with other agency leaders on ongoing program enhancement and development; 

4. Maintains credentials, certifications, vaccinations, and seeks continued professional 
development; 
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5. Maintains ability to pass ongoing driving and criminal background checks required under State 
licensing and program requirements; 

6. Drives personal and agency vehicles to efficiently execute job responsibilities; 

7. Attends and participates in meetings and committees as needed; 

8.  Other duties as assigned or directed. 

WORK ENVIRONMENT: 
Work environment characteristics described here are representative of those that are encountered while 
performing the essential functions of this job.  The majority of duties are performed indoors, within a medical 
environment including residential, administrative, and hospital settings.  The employee will be exposed to 
prevalent weather conditions when leaving or entering the buildings and when job duties require working 
outdoors.  As work is mainly performed in a medical environment, there is potential for exposure to disease and 
contagions that could cause a cold, flu and other illnesses or diseases.  The noise level in the work environment 
is usually moderate.  Employees may encounter physical aggression from some of the clients served. 

 

 

 

 

 

 

 

GENERAL SIGN OFF: 
This job description has been designed to indicate the general nature and level of work performed by the 
incumbent.  It is not designed, or to be interpreted as, a comprehensive inventory of all duties, responsibilities, 
or qualifications.  The incumbent will be required to perform other work as assigned or as needed and must 
maintain all required licenses, certifications, and state licensing requirements throughout employment.  


