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Crusader Community Health 

  JOB DESCRIPTION 

Job Title:  Medical Unit Manager- Adult Health  

Job Status:  Exempt 

Job Grade:  26 

Manager Title: Chief Strategic and Operations Officer 

POSITION SUMMARY: 

This is a direct service position in Crusader Community Health (CCH). The Medical Unit 

Manager is a registered nurse who provides support to the patient care teams under the direction 

of the Chief Strategic and Operations Officer.  The Medical Unit Manager monitors medical 

support staff to ensure optimal patient care, patient care team coverage and assignment 

completion. For those working on a Patient Centered Medical Home unit, participates in a team 

approach to patient care by attending and contributing in regular team meetings and education 

sessions.  

 

ESSENTIAL FUNCTIONS:  
 

1. Accountable for demonstrating the qualities outlined in the “Customer Service Standards 

of Excellence” program when interacting with patients, their families and friends, and 

fellow employees. Establishes, maintains and promotes a positive working relationship 

with internal and external customers in support of clinical goals and objectives. 

 

2. Supervises department staff including hiring, training, evaluating performance, and 

disciplining.  

 

3. Coordinates schedules, training and orientation of all medical support staff and 

students/externs. 

 

4. Maintains staffing needs by arranging coverage for call-offs, PTO, FMLA, meetings and 

lunch times. 

 

5. Takes an active role in providing direct patient care.  

 

6. Coordinates patient flow to ensure timeliness of patient treatment and reports concerns 

that impede the model to the Director. 

 

7. Acts as liaison between the Director and patient care teams. 

 

8. Responsible for processing weekly employee payroll. 

 

9. Ensures that the department and work areas are adequately supplied and cleaned 

according to departmental standards, are ready to receive patients for care or services 

provided by the department and reports concerns that impede the model to the Director. 

 

10. Completes employee performance evaluations and discipline in accordance with CCH 

policy. 
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11. Ensures the application of agency policies as they relate to teamwork, continuous 

improvement of services, guest relations, confidentiality, patient contact and patient flow. 

 

12. Assists the Director in data collection for the purpose of tracking quality productivity 

measures. 

 

13. Serves as the unit leader for JOINT Commission and other regulatory visits and surveys. 

 

14. Serves as the unit leader for ensuring measures to meet patient satisfaction goals. 

 

15. Appropriately addresses guest and employee concerns per CCH policy and resolves 

conflict. 

 

16. Participates in staff, CCH, team leader and other meetings as required. 

 

17. Responsible for designating and overseeing staff assignments of recommended and 

appropriate equipment maintenance schedules as indicated by OSHA, hazard 

communication, and regulatory agencies. 

 

18. Responsible for communicating memos, policies and procedures to staff.  

 

19. Accountable for maintaining and enforcing appropriate safety standards in the work 

place. 

 

20. Maintains a positive work environment for medical unit staff. 

 

21. Assures that pertinent information is effectively and timely communicated to Director. 

 

22. Other duties as assigned. 

a) Specifically, the Women’s Health (WHS) Medical Unit Manager will provide 

oversight of the scheduling functions of the WHS Message Center and surgery 

scheduling. 

 

QUALIFICATIONS:  

Knowledge of:  

 

1. State of Illinois Nurse Practice Act and the Nurses Code of Ethics 

2. Nursing Process 

3. Community Resources 

4. Age-specific Care 

5. Culturally sensitive care 

 

Ability to:  

     1.   Ability to meet physical demands of an ambulatory care setting 

     2.   Manage and supervise personnel 

     3.   Communicate effectively both verbally and written 

     4.   Maintain professionalism in stressful situations 

     5.   Manage time effectively including attention to detail, follow-through, and priority-setting 
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     6.   Implement change initiatives 

     7.   See attached Physical Requirement Form 

 

EDUCATION/EXPERIENCE/TRAINING:  

 

Education: 

     1.   Graduate of an approved school of Registered Professional Nursing  

     2.   Current Illinois Registered Professional Nursing license 

     3.   Current CPR certification 

 

Experience: 

1. Previous experience in ambulatory care, hospital, or public health required 

2. Strong adult-health, medical/surgical experience required   

3. Experience in electronic medical record preferred  

4. 1-2 years of management and leadership experience in direct patient care is strongly 

preferred 

 

Technical Knowledge: 

Other Skills:  Strong computer literacy/proficiency in Microsoft Office, email 

Bilingual preferred (written and verbal) 

 

Equipment:  PC, facsimile machine, computerized voice mail system, and common office 

machines, multi-line telephone system  

 

Software Knowledge:  Windows, MS Office (Word, Excel, PowerPoint), Electronic Medical 

Record 

 

PERSONAL CHARACTERISTICS: 

 Exude strong customer service skills 

 Possess the ability to establish and maintain professional working relationships with all 

levels of staff, clients, and the public  

 Detail oriented with the ability to work with minimum supervision   

 Willingness to be part of a team-unit and cooperate in the accomplishment of 

departmental goals and organizational objectives 

 Demonstrates organizational skills 

 Demonstrates interpersonal communication skills 

 Demonstrates problem-solving skills 

 Demonstrates team building skills 
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Physical Requirement Form 

 

 

Job Title: Medical Unit Manager- Adult Health  

 

 

Physical Demands Continuous 

over 70% 

Frequent 

40-60% 

Occasional 

15-39% 

Rarely 

Up to 15% 

Sitting  X   

Standing  X   

Walking  X   

Climbing  X   

Bending  X   

Pushing / Pulling   X  

Carry  / Lift                     

                                  1-15lbs 

  X  

           15-30lbs   X  

30-50lbs    X 

Fine hand / Eye Coordination X    

Exposure to Blood and Body 

Fluids 

X    

Exposure to Extreme Heat, 

Cold, Temp Fluctuations 

 

   X 

Exposure to Hazardous 

Chemicals 

 

X    

Concentration on Detail X    

Oral Communication X    

Written Communication X    

 

Crusader Community Health does not require nor does it expect that an employee lift over 

50lbs unassisted. Objects in excess of 50lbs should be lifted or moved with mechanical 

means or a team lift. 

 

 

 
Employee Signature:____________________________________ Date:___________________ 
 
 
 
The above statements are intended to describe the general nature and level of work being 
performed.  They are not intended to be construed, as an exhaustive list of all 
responsibilities, duties and skills required of personnel so classified.  They are 
representative to the knowledge, skills, and abilities 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. 
 


