POSITION DESCRIPTION

Position:

Corporate Responsibility Officer
Position Code:

Reports to:

Vice President, Corporate Responsibility and CEO
Date:


Month Day, Year
Position Summary:
The Corporate Responsibility Officer (“CRO”) oversees the Corporate Responsibility Program (“Program”) for _____________________. The CRO will collaborate with __________ to prevent illegal, unethical, and improper conduct.  Function as an objective reviewer and evaluator of compliance issues and concerns within the organization. Ensure policies and procedures are followed and that behavior in the organization meets standards set forth in the applicable laws and the Standards of Conduct. Serve as an internal resource with whom concerned employees and service providers may consult. 

Key Responsibilities:
· Manage the day-to-day operation of the Program to maintain an effective program that complies with the law and regulatory requirements. 
· Oversee the Corporate Responsibility Committee. Assist the Committee with the development and implementation of the annual compliance work plan.
· Provide reports on a regular basis, and as directed or requested, keep the Audit Committee of the Board of Trustees, Executive Management, and the VP of Corporate Responsibility informed about the operation and effectiveness of the Program.

· Assist with the implementation of compliance education and training modules. Identify and provide focused training as necessary within the organization. Track and report educational activities.
· Oversee compliance monitoring process including internal auditing of compliance as well as independent or external compliance reviews.

· Conduct and coordinate internal compliance investigations of alleged violations of legal or regulatory matters, providing detailed reports with recommendations to management.

· Ensure all hotline calls are appropriately investigated and resolved. Document the investigation, findings, and responses in a report provided to the Board. Prepare a quarterly summary report for the Audit Committee. 

· Maintain a compliance activity log that documents the identification, investigation, and resolution of compliance issues as they are addressed.

· Provide ongoing advice and resources to management for compliance issues and process monitoring and improvement, and work with management to implement these improvements.

· Interact with legal counsel, government agencies/contractors, compliance committees, senior management, employees, vendors, and providers to ensure an understanding of the organization’s initiatives towards compliance.
· Other duties as assigned.

Knowledge, Skills and Abilities:
· College degree or equivalent experience required. Masters degree or compliance certification preferred.
· Experience in health care compliance, audit, quality assurance, or other similar field.
· Demonstrated knowledge of Medicare and Medicaid reimbursement and fraud and abuse laws.
· Strong interpersonal and communication skills, including ability to motivate personnel.
· Clear, concise, and persuasive writing and presentation skills.
· Demonstrates unwavering personal and organizational ethical standards.
· Strong orientation to deadline and detail.
· Decisive and capable of exercising good judgment under pressure.
· Ability to manage a diverse and demanding workload.
· Word processing PC skills, knowledge of PowerPoint and Excel 
· A personal presence which is characterized by a sense of honesty, integrity and caring with the ability to inspire and motivate others to promote the philosophy, mission, vision, goals and values of the organization.

Physical Requirements
· Must be able to occasionally travel.
· Must be able to adapt to frequently changing work parameters.

COMMENTS

This position description is intended to convey generally the duties of this job.  It is not an all-inclusive listing of duties, and it is not a contract, expressed or implied.
