
 

 

 

 

 

AREA OF CONSIDERATION – OPEN COMPETITIVE 

TO ESTABLISH A LIST FOR THE POSITION OF 

MEDICAL SOCIAL SERVICES ADMINISTRATOR 

OPEN: November 14, 2023 CLOSING DATE: CONTINUOUS ANN. NO.: 24-64 

 

GENERAL PAY PLAN 

OPEN:               P-01 $67,696.00 P/A to P-10 $92,933.00 P/A 
PROMOTION:   P-01 $67,696.00 P/A to P-18 $119,315.00 P/A 

MINIMUM EXPERIENCE AND TRAINING:   

A) Three (3) years of progressively responsible professional social work experience including, one (1) 
year in a supervisory capacity; and graduation from a recognized college or university with a Master’s 
degree in social work; or 

B) Four (4) years of progressively responsible professional social work experience including, of which 
one (1) year in a supervisory capacity; and graduation from a recognized college or university with a 
Bachelor’s degree in social work; or 

C) Five (5) years of progressively responsible professional social work experience including, of which one 
(1) year in a supervisory capacity; and graduation from a recognized college or university with a 
Bachelor’s degree in social or behavioral sciences. 

NECESSARY SPECIAL QUALIFICATIONS: 

Possession of a current license under the Guam Board of Social Work and a valid driver’s license. 

Possession of a current Basic Life Support (BLS) from the American Heart Association (AHA). 

 

NATURE OF WORK:  

Administers the Medical Social Services programs of Guam Memorial Hospital Authority. 

ILLUSTRATIVE EXAMPLES OF WORK: (These examples do not list all the duties which may be assigned; 
any one positon may not include all the duties listed.)  

Plans and administers programs of the Medical Social Services Department of Guam Memorial Hospital 
Authority. Directs all Department programs for clientele in the hospital. Administers programs established in 
accordance with HCFA and JCAHO standards. Establishes and maintains relationships with other governmental 
agencies and organizations in community toward meeting patient needs and services. Evaluates the 
effectiveness of the case work plan or treatment program; conducts and evaluates supervisory case reviews. 
Coordinates the Off-Island Medical Referral program for GMHA. Directs diagnostic studies and treatment of 
patients and/or their families, utilizing community resources. Manages the department’s Quality Assurance Plan. 
Develops and coordinates program requirements with the medical doctor and other members of health team. 
Provides interpretative and consultative services concerning treatment, medical assistance and community 
referral programs, and the hospital policies to patients, families of patients, and the community. Confers 
periodically with the Hospital Management team on the most effective use of staff and resources. Develops and 
administers agency policies and procedures for department assigned personnel, including staff development, 
safety, budget, and physical facilities. Maintains records and prepares reports relative to programs. Performs 
related work as assigned.  

MINIMUM KNOWLEDGE, ABILITIES AND SKILLS: 

 Knowledge of social casework principles, practices and techniques. 

 Knowledge of current social, economic, psychiatric, and health developments and resources. 

 Knowledge of community organizations and resource for linking patient clientele. 
 
 Ability to administer the programs of medical social service. 
 
 Ability to supervise the work of others. 
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 Ability to develop and maintain cooperative working relationships with other disciplines and to utilize 
community resources. 

 Ability to make decisions in accordance with appropriate program guidelines. 

 Ability to work in a multi-disciplinary hospital setting. 

 Ability to analyze and evaluate program plans and operations and make recommendations regarding policy 
and operational methods directed toward their improvement. 

 Ability to interpret and apply laws, regulations, and other program guidelines pertinent to the provision of 
social services. 

 Ability to work effectively with the public and employees. 

 Ability to maintain records and prepare reports. 

 Skill in the safe operation of a motor vehicle. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 






