Sample Compliance Officer Job Description

Supervisor:
Commander
Responsibilities:  To oversee, coordinate and insure that all of the elements of the Corporate Compliance Program have been developed, implemented and maintained effectively.

Physical Requirements:  Requires sitting and standing for extended periods of 

time.  Some bending, stretching, lifting and stooping may be required.  Requires manual dexterity sufficient enough to operate office equipment including but not limited to, keyboard, copier, telephone, fax machine and calculator.  Requires a normal range of hearing and vision, and the ability to communicate with office personnel, patients, and community.

Performance Requirements:  Knowledge of healthcare administration and 

specifically healthcare procedures and regulations.  Knowledge of applicable compliance guidance, laws and regulations.  Must be able to exercise initiative, judgment, and problem-solving skills.  Must be able to organize and analyze data and be able to communicate results clearly.  Must have excellent communication skills to relate information to all members of the staff and to the managing physician/Board of Directors. Must have sufficient computer skills to supervise and/or perform the duties associated with the Practice Compliance Program.  

Job Duties:  
· Chairperson of the Corporate Compliance Committee.

· Supervise all employees of the Compliance Department.

· Recommend necessary employee additions or terminations.

· Coordination and/or performance of the development of the written policies and procedures of the Compliance Program.

· Coordination and/or performance of the organization’s baseline audit.

· Coordination and/or performance of all subsequent compliance audits.

· Review and effectively recommend changes and/or additions to all relevant documents associated with the Compliance Program including contracts. XE "practice audit" 
· Distribution of the written documentation of the Compliance Program to all persons and entities identified in the Compliance Program. 

· Periodic (at least annual) review and update of the Compliance Program

· Dissemination of any changes to the organization and supported MTF’s in the region.    

· Development, coordination and/performance of the necessary training programs for all members of the regional healthcare organization.  This will include the initial training and all subsequent training as outlined by the Compliance Program documents.

· Performance of the annual audit of the training records XE "training records"  that are to be maintained by the organization as an element of the Compliance Program.

· Coordination and/or performance of an annual audit of the training and reporting elements of all other regulatory compliance manuals maintained by the organization.

· Coordination and/or performance of a review of all independent contractor arrangements to insure that all of the applicable laws and regulations have been followed. 

· Coordination and/or performance of the screening  XE "credentialing" of employees, agents and independent contractors associated with the organization including  XE "independent contractors" making inquires to the  XE "National Practitioner Data Bank" Cumulative Sanction Report XE "Cumulative Sanction Report"  and the GAO debarred contractors listing XE "debarred contractors listing" . 

· Coordination and/or performance of internal and external compliance audits.  This will include audits of the human resources department; coding, billing, and reimbursement departments, laboratory (CLIA), and all areas of the practice that fall under the OSHA guidelines.  

· Coordination and/or development and maintenance of policies and programs for reporting non-compliance issues, including development of a reporting system XE "reporting system"  for all persons associated with the practice to utilize when necessary to inform the Compliance Officer of potential non-compliance issues.

·  XE "Compliance Officer" Perform and/or coordinate all investigations XE "investigations"  of deficiencies resulting from the reporting system XE "reporting system"  or identified through the periodic assessments.  

· Initiate and/or coordinate corrective and preventive action for areas of non-compliance as identified in the periodic audits and/or through the reporting system XE "reporting system" .  

·  XE "Compliance Officer" Maintenance of a filing system to include all areas of the Corporate Compliance Program.  This will include documentation of the initial baseline audit XE "baseline audit" , the periodic compliance audits, training of personnel and agents of the practice, results of screening of individuals, any reports of suspected or actual non-compliance, all reports of investigations XE "investigations" , and all reports of corrective action taken after the investigation has been completed.

·  XE "Compliance Officer" Regular reporting to the Commander of the activities and maintenance of the Corporate Compliance Program. 

·  XE "Compliance Officer" Performance and/or coordination of development of initial and subsequent annual budgets XE "budget"  necessary to perform all of the compliance duties including items such as training, monitoring, and reporting functions of the Compliance Program XE "Compliance Committee" .

· Attend meetings and conferences as requested by the Commander.  This may occasionally necessitate working in the evenings or on weekends.

· Attend training seminars and educational programs.

· Comply with all rules, regulations and procedures of the organization.

· Comply with all policies and procedures of the Corporate Compliance Program.
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