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 COMMUNITY CARE 

 CLASSIFICATION SPECIFICATION 
 

CLASSIFICATION TITLE:   NURSING HOME ADMINISTRATOR 

FLSA STATUS: EXEMPT EXECUTIVE 

 

 

PURPOSE OF CLASSIFICATION 
 

The purpose of this classification is to direct the provisions of a skilled, intermediate and multi-service health care 

institution on a 24-hour basis and ensure a smooth, high quality and professionally acceptable operation.  The 

Administrator must ensure the care and services provided meet the satisfaction of the residents, their families and 

physicians, thus minimizing complaints, licensure violations and lawsuit.  The Administrator develops and maintains 

Nursing Home policies and procedures to comply with Federal, State and Local requirements.  Reports to the 

Community Care Board of Directors. 

 

 

ESSENTIAL FUNCTIONS 

 

The following duties are normal for this position.  The omission of specific statements of the duties does not 

exclude them from the classification if the work is similar, related, or a logical assignment for this classification.  

Other duties may be required and assigned. 

 

Analyzes departmental operations, evaluates the environment and equipment necessary for effective functioning and 

implements any necessary procedural change.  

 

Assumes direct responsibility for the planning and coordination of the Dietary, Housekeeping, Laundry, 

Maintenance, Business Office, Security, Nursing and all other departments of Community Care of Rutherford 

County.   

 

Recruits, selects, disciplines, and evaluates a staff of competent department directors, supervisors, consultants and 

other auxiliary personnel to carry out assigned responsibilities. 

 

Develops programs to achieve fiscal goals and objectives and initiates strategies to carry them out.  

 

Maintains a comprehensive knowledge of nursing home rules and regulations as well as laws pertaining to facility 

operations.  

 

Prepares reports, forms, and contracts as requested or required for the efficient operation of the facility. 

 

Develops and/or coordinates programs to ensure continuous assessment and improvement of services provided by 

the facility.   

 

Ensures the routine and timely exercise of Disaster and Fire Drills.   

 

Investigates revenue sources, including grant writing, re-adjusts and re-directs services to maximize reimbursement 

and completes all required documentation to this effect.   

 

Provides information, guidance, and assistance to employees, supervisors, and board members, regarding employee 

relations issues, personnel issues, grievance and/or discipline procedures, personnel policies, procedures, benefits,  

and current rules and regulations. 

 

Reviews the facility’s policies and procedures periodically, at least annually, and make changes as necessary to 

assure continued compliance with current regulations (e.g., ADA, ergonomics, air quality, etc.) 
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Represents the facility in events and activities with outside agencies, including governmental agencies and third party 

payers, or provide an authorized representative of the facility when unable to attend such meetings.   

 

Delivers written and oral reports/recommendations to the board concerning the operation of the facility.   

 

Reviews and develops a plan of correction for deficiencies noted during inspections and provide a written copy of 

such plan to board as required.   

 

Ensures that all personnel attend and participate in annual OSHA and CDC in-service training programs for hazard 

communications, TB management, and blood borne pathogens standards.   

 

Maintains confidentiality of all resident information.   

 

Ensures that adequate financial records and cost reports are submitted to government agencies as required by current 

regulations. 

 

Maintains a good public relations program that serves the best interest of the facility and community alike.   

 

Ensures that public information (policy manuals, etc.) describing the services provided in the facility is accurate and 

fully descriptive.   

 

Assumes the administrative authority, responsibility, and accountability of directing the activities and programs of 

the facility.   

 

Consults with employees concerning the operation of their department to assist in eliminating/correcting problem 

areas, and/or improvement of services.  

 

Ensures an adequate number of appropriately trained professional and auxiliary personnel are on duty at all times to 

meet the needs of the residents.   

 

Communicates mission, vision, goals, and objectives with facility staff. 

 

Ensures continuous education programs for self and staff to maintain competency in job skills, knowledge, and 

proper use of equipment. 

 

Receives, investigations, and responds to resident complaints of all types in an expeditious manner.  

 

Prepares and manages all aspects of facility budget. 

 

Conducts regular staff meetings to ensure everyone is abreast of issues, concerns, events, and address any matters 

that may arise. 

 

Monitors and makes recommendations on proper execution of capital expenditures, budget expenditures, revenues, 

payables, and patient trust funds to the board. 

 

ADDITIONAL FUNCTIONS 
 
Maintains professional relationships with families and residents.  

 

Ensures all facility personnel, residents, visitors, etc., follow established safety regulations, to include fire 

protection/prevention, smoking regulation, infection control, etc. 

 

Ensures personnel follows established regulations governing the use of labels and MSDS for hazardous chemicals. 
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Ensures personnel follows established polices governing the use/disposal of personal protective equipment and 

disposal of infectious wastes.   

 
Ensures facility is maintained in a clean and safe manner for resident comfort and convenience by assuring that 

necessary equipment and supplies are maintained to perform such duties/services.  

 

Functions in a problem solving capacity with regard to resident and staff problems.   

  

MINIMUM QUALIFICATIONS 

 

Bachelor’s degree in Public Health Administration or Business Administration.  Must have a minimum of five (5) 

years’ experience in a long term care facility or a supervisor capacity in a hospital with focus on rehabilitation; 

supplemented by seven (7) to ten (10) years’ experience in a long term facility with skilled beds.  Must possess a 

current State of Tennessee Nursing Home Administrator license.  Knowledgeable in gerontology.    

 

 

PERFORMANCE APTITUDES 
 

Data Utilization:  Requires the ability to coordinate, manage, and/or correlate data.  Includes exercising judgment in 

determining time, place, and/or sequence of operations, referencing data analyses to determine necessity for revision 

of organizational components, and in the formulation of operational strategy. 

 

Human Interaction:  Requires the ability to function in a managerial capacity for a division or organizational unit.  

Includes the ability to make decisions on procedural and technical levels. 

 

Equipment, Machinery, Tools, and Materials Utilization:  Requires the ability to operate, maneuver and/or control 

the actions of equipment, machinery, tools, and/or materials used in performing essential functions.  

 

Verbal Aptitude:  Requires the ability to utilize a wide variety of reference, descriptive, and/or advisory data and 

information.  

 

Language Ability:  Requires the ability to read and write.  Requires ability to write using proper format, punctuation, 

spelling, and grammar; using all parts of speech.   

 

Mathematical Aptitude:  Requires the ability to perform addition, subtraction, multiplication, and division; the 

ability to calculate decimals and percentages; the ability to utilize principles of fractions; and the ability to interpret 

graphs; may include ability to perform mathematical operations involving basic principles and formulas, basic 

geometric principles and calculations, and use of descriptive statistics. 

 

Functional Reasoning:  Requires the ability to apply principles of influence systems, such as motivation, incentive, 

and leadership, and to exercise independent judgment to apply facts and principles for developing approaches and 

techniques to resolve problems. 

 

Situational Reasoning:  Requires the ability to exercise judgment, decisiveness and creativity in situations involving 

the direction, control and planning of an entire program or set of programs. 
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ADA COMPLIANCE/PHYSICAL DEMANDS ANALYSIS 
 

Physical Ability:  Tasks require the ability to exert medium physical effort in sedentary to medium work, but which 

may involve some lifting, carrying, pushing and/or pulling of objects and materials of medium weight (10-30 

pounds). Tasks may involve extended periods of time at a keyboard or work station. 

 

Sensory Requirements: Some tasks require the ability to perceive and discriminate visual cues or signals.  Some tasks 

require the ability to communicate orally. Must be able to differentiate colors and shades of colors.  Must be able to 

hear and perceive sounds. 

 

Environmental Factors: Essential functions are regularly performed without exposure to adverse environmental 

conditions. 

 

PHYSICAL DEMANDS ANALYSIS 

 

1. STANDING AND WALKING 

Estimated Total Hours:   5-8     Maximum Continuous Time:   1-3    

 

2. SITTING 

Estimated Total Hours:   2-3    Maximum Continuous Time:   1    

 

3. LIFTING/CARRYING 

Objects: boxes, equipment, materials, and supplies 

 

Weight Hourly Daily Weekly Monthly Never 

<10 lbs X     

11-25 lbs  X    

26-50 lbs   X   

51-75 lbs    X  

76-100 lbs    X  

>100 lbs     X 

 

4. BENDING/SQUATTING/KNEELING 

Tasks: Filing, inventory, and inspections 

Frequency: daily 

 

5. REACHING 

Hands Used:  RIGHT     LEFT    BOTH X 
 

Distance Direction Frequency Duration Avg. Weight 

0-20” Both Very Often <10 minutes <10 lbs 

21-36” Never    
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6. WORK CONDITIONS 

Exposure to Yes No 

Hot Temperatures X  

Cold Temperatures X  

Sudden Changes in Temperature  X 

Noise X  

Fumes   

Cramped Quarters   

Cold Surfaces X  

Hot Surfaces X  

Sharp Edges X  

Vibration X   

Fluorescent Lighting X  

Computer Monitor Screen Glare X  

 

Inside Building    98   % of time 

Outside      2    % of time 

 

7. OTHER JOB DEMANDS 

Does Job Require Yes No 

Crawling  X 

Jumping  X 

Lying on Back X  

Lying on Stomach X  

Twisting X  

Sweeping/Mopping X  

General Cleaning X  

Handling Trash X  

 

8. HAND USE 

Type of Use Yes No Frequency 

Keystrokes X  Hourly 

Grasp X  Hourly 

Fine Motor i.e.: writing, 

twisting hands or wrist, etc 

X  Hourly 
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Exemption Status Test (Executive Employee) 
  
 
 

~ The following questions to determine whether you’ve misclassified a worker as an exempt executive: 

 
1. Is the employee’s primary duty managing the enterprise or a department or subdivision of the 

enterprise? 
 

Yes 
 

2. Regularly receives a predetermined amount constituting all or part of the employee’s salary, which is 
not subject to reduction because of variations in the quality or quantity of work performed. 
 

Yes 
 

3. Does the employee customarily direct the work of two or more other employees or their equivalent? 
 

Yes 
 

4. Does the employee have the authority to hire or fire, and do her recommendations carry significant 
weight if unauthorized to make the final decision? 
 

Yes 
 

5. Is the employee paid the equivalent of at least $455 per week on a salary basis? 
 

    Yes 

 

 

 

 

 

-  -  -  -  - 

 

Community Care of Rutherford County, Tennessee, is an Equal Opportunity Employer.  In compliance with the 

Americans with Disabilities Act, Community Care will provide reasonable accommodations to qualified individuals with 

disabilities and encourages both prospective and current employees to discuss potential accommodations with the 

employer.  Signatures below indicate the receipt and review of this classification description by the employee assigned 

to the position and the immediate supervisor. 

 

 ________________________________ 

 Employee's Signature 

 

 ________________________________ 

 Date 

 ________________________________ 

 Supervisor's Signature 

 

 ________________________________ 

 Date 

 


