
249

A P P E N D I X F

Job Description for a Hospitalist
Program Medical Director1

GENERAL DESCRIPTION

The Medical Director represents the medical leadership for the
Hospitalist Program and its staff, patients, and the community. The
performance of the Physician Coordinator/Medical Director sets the
stage and example for all aspects of the delivery of medical services.

QUALIFICATIONS

• Licensed physician and member of Medical Staff
• Extensive training and/or experience in hospital medicine
• Career interest in hospital medicine and medical administration
• Board certification or eligibility in internal medicine
• Advanced Cardiac Life Support certification
• Long-term interest in Southwestern Vermont Health Care

ACCOUNTABLE TO

Chief Operating Officer, Chief of Staff
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DUTIES AND RESPONSIBILITIES

A. Operational Management
1. Hold regular documented meetings (at least monthly) with

center providers/physician extenders to discuss
systems/patient flow quality, improvement in scheduling,
and patient and physician relationships.

2. Participate and regularly meet at least monthly with MPD
center manager and/or SVHC administration to review
progress of hospitalist programs.

3. Assist in the professional development and growth of each
individual provider and/or physician extenders.

4. Assist, regularly review, and annually sign off on, as approved
and updated, the latest Joint Commission standard policies,
procedures, and medical protocols regarding patient care.

5. In conjunction with the Chief of Staff provide guidance to
hospitalist program services to include policies, personnel,
services, marketing, quality assurance monitoring, and edu-
cation.

6. Regularly assess center medical staff perceptions and needs of
the program to ensure a harmonious working relationship,
provides leadership to practitioners resulting in overall center
improvement by
a. encouraging teamwork and participation
b. assisting in any necessary face-to-face or phone inter

views, recruitment, placement, counseling, and/or ter-
mination of physicians

c. orienting new providers and monitoring their ongoing
compliance with policies and procedures

d. coordinating provider scheduling to ensure efficiency
and maximum productivity

e. being responsible for receiving, investigating, and set-
tling in conjunction with the Chief of Staff all
grievances or questions of policy concerning and/or
raised by medical providers/physician extenders
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f. reviewing, investigating, managing, and reporting all com-
plaints concerning physician staff/physician extenders aris-
ing from patients, medical staff, or administration
(Appropriate complaint disposition will include reporting
in writing to Chief Operating Officer and Chief of Staff.)

g. providing clinical leadership and overall supervision to
all physician extenders assigned to center

h. interceding in and providing counseling, retraining,
direction, and discipline to medical staff regarding con-
tract and productivity issues

7. Regularly attend other medical staff committees, as negoti-
ated with Chief of Staff.

8. Work closely with the Chief Operating Officer/Chief of Staff
to achieve the corporation’s goals for contract stability and
optimal contract management.

9. Provide direct patient care in hospitalist program, 13 shifts
per four-week block.

10. Provide overall medical leadership to all members associated
with the practice.

11. Participate in negotiations of new center physicians/exten-
ders relative to contracts and contract changes.

12. Assist in an efficient and expeditious operation of the prac-
tice, providing input on budgets, billing, equipment,
staffing, and yearly goals and objectives.

13. Interact closely with administration to develop goals and
provide ongoing assessment to achieve objectives, in keeping
with hospital's strategic plan(s).

14. Work cooperatively and supportively with the center admin-
istration and physicians to ensure services are available and
cost effective, meeting quality and regulatory guidelines.

15. Complete the following reports on time: Quality Assurance,
Physician Interview, Evaluation, and Complaint reports.

16. Attend corporation's physician/provider retreats.
17. Conduct ongoing monitoring of compliance with hospital

and center's risk management program.



252 Appendix F

18. Interact with the center/hospital medical staff and specialists
to ensure appropriate and timely patient care, patient trans-
fers, and patient referrals.

19. Interact closely with administration to develop goals and
ongoing assessment of achieving objectives.

20. Work cooperatively and supportively with the heads of diag-
nostic and therapeutic departments to ensure availability and
effective use of services and results reporting.

B. Marketing
1. Assist in the development and implementation of marketing

and public relation plans.
2. Promote/ensure patient satisfaction in all areas of patient care

delivery.
3. Represent center at requested community functions, presenta-

tions, and meetings/forums.

C. Quality Improvement
1. Assist with development and maintenance of continuous quality

improvement programs, ensuring
a. monitoring and supporting medical quality improvement

plan and peer review processes,
b. continuous monitoring and assurance of compliance of

physician quality of care/safety programs, and
c. completion of quarterly quality assurance/safety provider

performance reviews.
2. Promote and monitor provider attendance at physician hospital

organization and physician staff meetings.
3. Ensure the center achieves/passes/meets and maintains Joint

Commission managed care and other accreditations.
4. Assist in development, coordination, and completion of educa-

tional programs for providers, staff, patients, and community.
5. Oversee compliance with managed care requirements, including

timely and appropriate medication formulary utilization and
specialist referrals.
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D. Other
1. Responsible for other duties that may be defined in the bylaws

of the hospital Medical Staff and/or as designated by the hos-
pital, Chief Executive Officer, Chief of Staff, and/or their
designees.

NOTE

1. Reprinted with permission from Dr. Novotny, Southwestern Vermont Health
Care, Bennington, Vermont.


