WEST PARK HOSPITAL DISTRICT

JOB DESCRIPTION

JOB TITLE:  Materiels Manager








IMMEDIATE SUPERVISOR:  Chief Financial Officer

JOB SUMMARY:  Establishes standards and work procedures for the Materiels Department, in accordance with the established policies.  Coordinates purchasing, inventory management, distribution, regulatory compliance, and compliance with Group Purchasing Organization contracts for West Park Hospital District and subsidiaries.  Acts to minimize supply and equipment costs and supply chain efficiency.

CULTURE/RELIGIOUS ASPECTS: Employee will care for patients of all cultural and religious backgrounds.  In view of the seasonal influx of people from all over the world, be prepared to care for patients of diverse cultural and/or religious backgrounds.

ETHICS AND COMPLIANCE:  Employee performs within the prescribed limits of the hospitals/departments Ethics and Compliance Program.  Is responsible to detect, observe and report compliance variances to their immediate supervisor, or upward through the chain of command, the Compliance officer or hospital hotline.

ESSENTIAL FUNCTIONS:
1. Standardizes departmental procedures and institutes policy and procedural changes.

2. Administers and directs programs to purchase materials, supplies, and equipment for hospital use and coordinates the activities for receiving, storing and issuing out items.

3. Reviews requests for medical equipment, furnishings, supplies, building materials and other sources of material to obtain information on items purchased and compliance with GPO contracts.

4. Compares prices, specifications of supplies and equipment and directs the preparation and mailing or calling of purchase orders to merchandising firms and their representatives.

5. Consults with department heads to determine the quality, effectiveness and durability of products purchased.  Works with department heads to lower supply costs.

6. Establishes procedures for receiving, storing and issuing purchased items.  Establishes procedures to minimize inventory while assuring essential supplies are always on-site. 

7. Directs the taking of periodic inventory.  Analyzes inventory for shelf life, unused items, excessive amount of an item, and insufficient amounts. Adjusts order quantities, lead times, and par levels accordingly.

8. Examines inventory records for accuracy and adheres to inventory control.

9. Conducts periodic staff meetings to inform staff in change of policy and procedures.

10. Responsible for hiring, training, evaluating, corrective actions, and terminations of departmental staff.

11. Manages vendors for compliance with Legal Compliance policies.

12. Monitor notices from regulatory agencies and vendors about re-called products, and MSDS sheets. 

SECONDARY FUNCTIONS:

1. Help wherever needed in the department.

2. Serves on committees as required.

3. Attend various meetings as required or requested.

4. May be required to perform other duties for which the individual is qualified.
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EDUCATION:  Minimum college degree in field of business, purchasing, accounting, merchandising or marketing.  It is desirable for the person to have some medical background.  4 year degree preferred.

EXPERIENCE:  Three years in health care materiels management or four years in a related field to include acquisition and distribution of supplies.  Minimum of three years management experience.

SKILLS:  Well developed written and verbal communication skills necessary.  Mathematical and numerical skills necessary.  Mechanical aptitude helpful.  Organizational skills required.  Capable of sound business practices that may influence sales representatives to the advantage of the hospital’s purchasing program.  Needs to have a good professional rapport and good interpersonal communication skills.

WORKING CONDITIONS:  Works in well lighted, heated and air-conditioned area.

PHYSICAL DEMANDS:  

My job requires that I lift:

                                      NEVER             OCCASIONALLY     FREQUENTLY       CONTINUOUSLY

	A.  Up to 10 lbs.
	
	
	X
	

	B.  11 - 24 lbs.
	
	
	X
	

	C.  25 - 34 lbs.
	
	
	X
	

	D.  35 - 50 lbs.
	
	
	X
	

	E.  51 - 74 lbs.
	
	X
	
	

	F.  75 -  100 lbs.
	
	X
	
	

	G. Above 100 lbs.

STATE WEIGHT
	
	X
	
	

	H.  STANDING
	
	
	
	X

	I.   WALKING
	
	
	
	X

	J.   SITTING
	
	
	
	X


Any lifting of 35# or more requires the use of an assistive device and/or physical assistance.
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EXPOSURE CATEGORY
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1. Tasks that involve exposure to blood, body fluids or tissues.  This includes all procedures or job related tasks that involve inherent potential for mucous membrane or skin contact with blood, body fluids or tissues, or potential spills or splashes of them.

2. Tasks that do not involve exposure to blood, body fluids or tissue, but exposure may be required as a condition of employment.  Appropriate protective measures are readily available to these employees when needed.

3. Tasks that involve NO exposure to blood, body fluids or tissue and Category I tasks are not a condition of employment.

AGREED TO:

____________________________


____________________________

Applicant/Employee Signature


Date

____________________________


____________________________

Department Head




Human Resources Office

Reviewed:   7/01, 3/03



Revised:  7/01, 8/10

