
 
 
 
 
 

AREA OF CONSIDERATION – OPEN COMPETITIVE 

TO ESTABLISH A LIST FOR THE POSITION OF 

DEPUTY ASSISTANT ADMINISTRATOR OF OPERATIONS 

OPEN: October 12, 2023 CLOSING DATE: CONTINUOUS ANN. NO.:  24-32 

 

GENERAL PAY PLAN 

OPEN:               S-01 $86,466.00 P/A to S-10 $118,700.00 P/A 
PROMOTION:   S-01 $86,466.00 P/A to S-18 $152,395.00 P/A 

MINIMUM EXPERIENCE AND TRAINING:   
 
A) Five (5) years of operational experience in any of the administrative services and programs, two 

(2) years in a supervisory or managerial capacity and graduation with a Master’s degree in a 
hospital or health administration, business or public administration or related field; or 
 

B) Five (5) years of operational experience in any of the administrative services and programs, 
three (3) years in a supervisory or managerial capacity and graduation with a Bachelor’s degree 
in hospital or health administration, business or public administration or related field. 

 

 
NATURE OF WORK:  
 
This position assists the Assistant and Associate Administrator of Operations in leading and managing 
the following departments/programs under the GMHA Operations Division: Hospital Emergency 
Management, Strategic Planning/Grants Management, Safety & Security, and Facilities and 
Maintenance. 
 
ILLUSTRATIVE EXAMPLES OF WORK: (Any one position may not include all the duties listed, nor 
do the examples cover all the duties which may be performed.) 
 
Oversees GMHA's Hospital Emergency Management Program by participating as a member of the 
Environment of Care Committee (EOCC), which oversees the development and execution of EOCC 
Management Plans that include, but are not limited to Emergency Management; Life Safety; Utilities 
Management (e.g.,Electrical Distribution, Water Distribution, HVAC, Medical Gases/Air/Vacuum, LOX 
Distribution, Information Technology, etc.);Equipment Management; Hazardous Materials and Waste 
Management; Safety Management; and Physical Security Management. Serves as the Incident 
Commander, as designated and delegated by the Hospital Administrator/CEO during disaster and 
emergency situations, activating the Hospital Incident Command System (HICS), and directing 
coordination with local and federal government agencies, civic organizations, and private sector 
businesses. As the Incident Commander, directs and leads the emergency/disaster in operations, 
planning, logistics, finance, and administration  on a cohesive federal, local and hospital wide level to 
include clinical and non-clinical environments; provides technical assistance and support to the Clinical 
Emergency Preparedness Team and the Hospital Incident Command staff to ensure all divisions are 
working in unison for compliance with all applicable local and/or federal standards, guidelines, laws, 
regulations, acts or Executive Orders. Participates with all management and health professionals in 
the development, implementation, and coordination of emergency preparedness and response 
management protocols; coordinates with all levels of management, including supervisors to ensure 
staff, patient, and public visitor safety; communicates and coordinates with other government officials, 
organizations, and/or individuals from private entities regarding hospital emergency preparedness, 
response, recovery and mitigation. Ensures that patient care services are appropriately integrated, 
throughout the organization, with the department's emergency preparedness plans, goals and 
objectives; coordinates inspections, develops updated plans, and oversees procedures to assess, 
improve, and maintain the quality of overall clinical and non-clinical performance. Leads the 
development and execution of the hospital grants management program; leads and facilitates the 
hospital strategic and master plans in effectively sourcing local and federal grant opportunities; procure 
and manage federal grant awards and receivership; research and anticipate sourcing in order to 
achieve financial stability. Assists the Assistant Administrator of Operations in hospital Capital 
Improvement Project (CIP) management and design development; participates and plans with 
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Facilities Maintenance, Information Technology and Materials Management in CIP management 
including, but not limited to fund sourcing, accounting, and project completion; directs complex hospital 
design development that involves coordination with both internal and external stakeholders (e.g. 
architectural and engineering firms, local government staff or officials, and/or federal grantors). Assists 
the Hospital Associate Administrator of Operations in overseeing safety and security activities as it 
relates to the development, execution, and maintenance of hospital emergency management 
protocols. Performs related work as assigned. 
 
MINIMUM KNOWLEDGE, ABILITIES AND SKILLS: 
 
 Knowledge of the principles, practices, methodologies and business functions relevant to hospital 

planning, and hospital safety and security. 
 

 Knowledge of governmental organization programs and functions, project management, and 
federal grant-in-aid programs as they relate to planning activities and public health emergency 
management. 

 
 Knowledge of hospital planning preparedness and disaster planning and the principles and 

practices of federal emergency management. 
 

 Knowledge of occupational hazards inherent in various types of occupations and the standard 
safety and security precautionary measures. 
 

 Ability to interpret and apply federal and local laws and regulations; departmental rules and 
regulations; Board of Trustees’ policies; and other regulatory agency standards such as, but not 
limited to CMS, HCFA, and OSHA. 

 
 Ability to direct and perform administrative, consultative, and supervisory functions. 

 
 Ability to make decisions in accordance with program guidelines. 

 
 Ability to communicate effectively, orally and in writing. 

 
 Skill in developing and/or implementing comprehensive emergency response plans, training 

programs, and exercises. 
 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 




