






































































































































Hospital Medical Staff Office Supervisor 

 

NATURE OF WORK: 

Plans, organizes and controls the functions within the Medical Staff Office to provide assistance to the 

medical staff which enables them to fulfill their duties as outlined in the Medical Staff Bylaws, Rules and 

Regulations.  This position reports to the Associate Administrator Medical Services. 

ILLUSTRATIVE EXAMPLES OF WORK: 

Oversees and ensures that Medical Staff and Allied Health credentialing and reappointment process is 

performed according to established procedures and in compliance with Medical Staff Bylaws and Rules 

and Regulations, JCAHO standards, and state and federal law. 

Maintains primary responsibilities for the direction and coordination of all medical staff support services, 

monitoring functions, credentialing, re-credentialing, privileging, peer review, ongoing professional 

practice evaluations and medical education.  

Assures compliance with regulatory and accreditation requirements; federal and local requirements; and 

CMS and Joint Commission standards; and identifies areas of non-compliance to medical staff and 

administrative leadership. 

Identifies need for changes to medical staff bylaws, rules and regulations, and departmental rules and 

regulations or to current practices in order to assure compliance.  Advises medical staff leadership on 

matters pertaining to these documents. 

Coordinates, arranges, and attends medical staff department and Committee/Executive meetings. 

Maintain close communication with Medical Staff Officers and Department Chairpersons to insure 

expeditious follow-through of actions and changes that were approved.  

Assures that medical staff meetings are appropriately staffed and content of meetings meet regulatory and 

accreditation requirements. 

Develop and oversees the processes and timely performance of the Focused Professional Practice Evaluations and 

Ongoing Professional Practice Evaluations and works with the Education Department regarding training for 

Physicians and prepares improvement plans. 

Serves as a liaison between Medical Staff and the Hospital’s executive management, alerting both to 

opportunities for improvement or hospital/physician issues that need to be addressed. 

Supervises the establishment and maintenance of a complete credentials file for each applicant and 

member of the Medical Staff and Allied Health Staff. 

Assists with identifying, analyzing and responding to physician concerns, implementing strategies to 

enhance communications with physicians and other health care providers. 

Acts as system administrator for Healthstream ECHO Medical staff Database. 
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Supervises preparation of applications for review by Credentials Committee. 

Manages and supervises credentials and administrative support staff. 

Responsible for creation and oversight of the GMH House Call/Consultation schedule. 

Participate in Quality Improvement (QI) activities and assist in the formulation of QI indicators. 

Identifies need for revisions and additions to Medical Staff documentation through knowledge of 

regulatory standards and requirements and Hospital requirements and brings them to the attention of the 

Hospital and Medical Staff Director. 

Responsible for assisting in the development and maintenance of a close working relationship between 

the medical staff and administration to provide unity of purpose in the accomplishment of short and long-

range goals. 

Recognizes legal implications of committee and department actions regarding medical staff membership 

and/or privileging, quality improvement or risk management issues and brings to the attention of the 

Hospital Administrator and/or Chief of Staff. 

Assists the Medical Staff Director and President Elect; prepares reports and coordinates preparation of 

agenda items for Committee meetings. 

Prepares and monitors the annual Medical Staff Office budget. 

Serves as a resource during medical staff committee meetings. 

Responsible for orientation and training of all medical staff office personnel. 

Prepares and submits reports regarding departmental activity. 

MINIMUM KNOWLEDGE, ABILITIES AND SKILLS: 

Knowledge and understanding of the mission statement of Guam Memorial Hospital. 

Knowledge of accreditation standards, medicolegal issues, medical terminology, state and federal 

regulations, management and supervision, medical organization and medical staff and department bylaws, 

rules and regulations, credentialing procedures, hospital policies and procedures. 

Knowledge of all applicable regulatory and accreditation requirements, including federal and state 

requirements and Joint Commission standards.  

Knowledge of Joint Commission and Centers for Medicare and Medicaid Services requirements. 

Knowledge and ability to prepare and review budgets. 

Knowledge of computer usage. 
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Hospital Credentials Coordinator 

 

NATURE OF WORK IN THIS CLASS 

 

This is highly responsible work in coordinating and providing support of Medical Staff and Allied Health 

Care Professional credentialing including the processing of new applications, request for temporary 

privileges, proctoring of new members and biennial reappointments. 

 

An employee in this class reports to the Hospital Medical Staff Office Supervisor. 

 

ILLUSTRATIVE EXAMPLES OF WORK (Any one position may not include all the duties listed, nor 

do the examples cover all duties which may be performed). 

 

Processes all medical staff credentialing and re-credentialing/privileging documents in accordance with 

Medical Staff Bylaws, rules and regulations, Joint Commission and CMS standards, and hospital policy 

and procedures.   

 

Obtains required primary verification and schedules interviews as requested by appropriate department 

Chairs. 

 

Maintains current medical staff credential and committee files; and prepares status reports for the 

Credentials Committee. 

 

Maintains individual files for all medical staff members and allied health professionals regarding 

citizenship and professional conduct issues. 

 

Prepares reports as requested by medical staff leadership and/or hospital administration. 

 

Provides staff support to credentials committee to which she/he has been assigned including 

correspondence, staffing and scheduling of meetings, agenda preparation, minutes recording, follow up, 

and interdepartmental communication. 

 

Establishes and maintains effective working relationships with personnel throughout the hospital and 

community (administration, officers of the medical staff, department/committee chairpersons, and quality 

assurance reviewers, nursing staff, physicians’ office staff and representative from outside agencies). 

 

Works on and maintains ECHO computerized credentialing system.  Prepares and maintains up-to-date 

medical staff and allied health professionals roster to include addresses, telephone numbers, and specialty 

and staff status; distributes same to appropriate departments. 

 

Performs other related duties as assigned. 

 

MINIMUM KNOWLEDGE, ABILITIES AND SKILLS 

 

Knowledge of politically and legally sensitive issues and hospital organizational structure and protocol. 

 

Knowledge of computers, data entry, retrieval and report formatting. 

 

 











































































































 

DIRECTOR, HOSPITAL BUSINESS DEVELOPMENT & STRATEGIC PLANNING 

(UNCLASSIFIED) 
 

NATURE OF WORK: This is highly professional responsible work in developing an appropriate business model, 

moving from a government-based system.  This will enable the island’s only public safety net hospital to create new 

opportunities as well as enhance existing processes and/or services across the hospital spectrum to realize financial 

stability.  Develop and implement a comprehensive internal and external marketing plan which would increase 

revenues.  Uphold the mission and values established by the Board of Trustees. 

 

Demonstrates entrepreneurial mindset with financial acumen – focused on growing the organization. 

 

This position shall report directly to the Hospital Administrator. 

 

ILLUSTRATIVE EXAMPLES OF WORK: (These examples do not list all of the duties that may be assigned; 

any one position may not include all the duties listed.) 

 

Identifies and recommends the selection of primary targets of opportunities for new initiatives or joint ventures. 

 

Plans and coordinates reviews and assessments and participates in necessary negotiations that may lead to new 

initiatives or joint ventures. 

 

Works with the department and division heads to evaluate initiatives for presentation to and review by the Hospital 

Administrator. 

 

Provides leadership for the development of the Hospital’s new business strategy and ensures the successful 

implementation of tactical elements of the organization’s business initiatives. 

 

Contributes to the Hospital’s annual budgetary processes. 

 

Assists senior leadership in ensuring that all activities and operations are carried out in compliance with local, 

national and federal regulations and laws governing business and healthcare operations. 

 

Responsible for efforts undertaken in the planning, development, implementation and tracking business 

development plans and making recommendations as needed as well as serving as an advisor and consultant on 

existing programs and plans. 

 

Assists in developing a hospital foundation to identify financial resources to be used to support the hospital’s 

uncompensated care as well as the organization’s capital needs. 

 

Monitors external and internal environment for development of new market segments. 

 

Participates in analysis of agency operations to assists policy changes or restructuring. 

 

Assists in directing, planning, and implementing policies, objectives, and activities to ensure continued operations, 

to maximize returns on investments, and to increase productivity. 

 

Evaluates and prepares proposals for sustainability projects, for review considering factors such as cost 

effectiveness, technical feasibility, and integration with other initiatives. 

 

 

 

MINIMUM KNOWLEDGE, ABILITIES AND SKILLS: 

 

Knowledge of economic and accounting principles and practices, the financial markets, banking and the analysis and 

reporting of financial data with a focus on hospital/healthcare related data. 

 

Knowledge of business and management principles involved in strategic planning, leadership techniques and 

resource allocation,  

 



 
Knowledge and ability to conceptualize and develop effective business strategies for expansion of revenue 

generating hospital services. 

 

Knowledge of the healthcare industry with specific emphasis on financials. 

 

Knowledge of external factors affecting the healthcare industry. 

 

Knowledge and ability to analyze new markets and recommend best opportunities for Executive Management and 

Board consideration and approval. 

 

Ability to make work decisions in accordance with laws and rules and regulations. 

 

Ability to identify complex problems and review related information to develop and evaluate options and implement 

solutions. 

 

Ability to establish and maintain effective working relationships with others. 

 

Ability to communicate effectively orally and in writing. 

 

DESIRABLE QUALIFICATIONS: 

 

A) Graduation from a recognized university with a Master’s degree in Marketing, Finance or Business 

Administration or related field plus six (6)  years of experience working in marketing and finance of which four (4) 

years was in a business management level in a hospital or healthcare organization, or related business entity or 

 

B)  Graduation from a recognized university with a Bachelor’s degree in Marketing, Finance, or Business 

Administration or related field plus seven (7) years working in marketing and finance of which four (4)  years was in 

a business management level in a hospital or healthcare organization, or related business entity, or 

 

C) Any combination of education and experience related to Hospital business development and financial planning 

that provides the skills to achieve the desired goals. 

 

DESIRED SELECTIVE FACTOR: 

One (1) year of experience working in endowment activities specializing in hospitals, healthcare organizations or 

other related entities. 

 

  

KH:           FII3      400 

PS :           E4(50)  200 

ACCT:      E4 C     200 

                               800 

 

PG:  S     ( step 1 – 70,873 (34.07)  max  step 7 – 88,591 (42.59) 

  

Benchmark:  5-9 years:  $72,045 - $119,016      no longer applicable, step 7 is now max for Unclassified without a 

contract.    

                   (Director of Business Development) hospital setting  


