
Community Health Alliance of Pasadena (ChapCare)
Job Description

Healthcare Project Manager 
Operations
Chief Executive Officer
Staff and Volunteers 
Officials and Managers
Exempt

Title:
Department: 
Reports To:
Directs:
EEOC:  
FLSA Status:   

Basic Function: The Healthcare Project Manager (HPM) works with the Chief Financial/Operations Officer,
Total QA/QI Director and Information Technology Manager overall healthcare project management function,
providing  leadership,  coordination,  interoperability  and  optimization  of  third  party  applications  (Epic,
Dentrix, Appia, CareMessage etc.…).  Scope of responsibly encompasses all settings of the organization. The
HPM will have intimate familiarity with the key elements of the corporate strategic plan. The HPM oversee
training, Information Analysis and Reporting to assist clinical and management decision support; Member of
the intraoperative clinical  and  management  team in developing Policies  and Procedures.  The  HPM has
detailed  understanding  and  can  skillfully  use  the  techniques  of  system  design,  reengineering,  project
management, quality improvement, outcomes measurement, and functional analysis. 

Major Responsibilities:
1. Supports  the  accomplishment  of  ChapCare  strategic  plans  to  achieve  high  impact  and  significant

improvements in organizational performance.

2. Overall healthcare project management function, providing leadership, coordination, interoperability and
optimization  of  third  party  applications  (Epic,  Dentrix,  Appia,  CareMessage  etc.)  processes  and
functions.

3. Serving as a member of the QA/QI and IT leadership team to improve support, function and overall
quality of processes within the organization.

4. Managing  the  development  and  maintenance  of  project  management  policies  and  procedures  in
compliance with the goals of the business.

5. Analyzing business needs and works with stakeholders to propose and deliver cost effective solutions.

6. Educating and providing thought  leadership for  the  introduction of  change management  on adopted
products and process development.

7. Manages client expectations and collaborates with the client to acquire needed information and direction
on their projects.

8. Performs under minimal supervision with accountability for specific goals/objectives. Works with the
Chief Executive Officer, Chief Medical Officer, Chief Operations Officer, Chief Financial Officer, and
others  to  develop  performance  improvement  targets  for  quality,  service,  and  efficiency  of  the
organization.

9. Provides  project  management  services  such  as  initiating  and  managing  planning,  and  risk
analysis/management.



10. Manages an operating budget.

11. Assigns project managers and/or other resources to projects or programs.

12. Ensures project requirements are achieved in a high quality and timely fashion within budget guidelines.

13. Monitors compliance and consistency with lifecycle, architectural and enterprise standards.

14. Actively influences an integrated approach to project management.

15. Serves as a member of the IT leadership team to improve the overall quality of technology processes and
tools within the organization.

16. Performs other duties as assigned.

Education Experience Required: Bachelor's degree in health sciences, business, healthcare administration,
health information management, or management engineering.

Education Experience Desired: Master's degree or equivalent experience in a related field.

Work Experience  required:  Five  years  of  work  experience  in  healthcare,  two  years  of  progressively
responsible management experience.

Work Experience Desired: Specific healthcare work experience in quality improvement, systems design, or
project management including Epic Electronic Medical Records.

Skills/Knowledge Required:
Demonstrates experience with and skilled use of:
1. Project management techniques or software to achieve results on time and within budget and is outcome

and results oriented.
2. The basic tools of continuous improvement, work process redesign, or reengineering.
3. Descriptive statistics and a comprehensive understanding of the appropriate applications of interpretive

statistics.
4. Organization and planning, managing multiple demands, and achieving results.
5. Analytical  reasoning,  interprets  and  evaluates  complex  information,  while  identifying  patterns  and

essential issues.
6. Word processing, spreadsheets, and database software.
7. Team development  and  facilitation  techniques  applied  to  quality  improvement  or  project  teams  to

achieve their highest potential.
8. Superb written and oral communication skills with particular emphasis on presentation skills.

Amount of travel and any other special conditions or requirements 
 A moderate amount of local and/or out of town travel may be required.

Hours per day or week 
 A minimum of 40 hours per week is required.

Physical Demands/Working Conditions
The physical demands described here are representative of those that must be met by an employee to 
successfully perform the essential functions of this job. Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions. 



While performing the duties of this job, the employee may be required to drive to all ChapCare facilities as 
needed.  The ability to sit for extended periods of time. The employee must occasionally lift and/or move up 
to 25 pounds. 

Travel, generally within the Greater San Gabriel Valley and/or Greater Los Angeles, may be required on an 
occasional basis.

Acknowledgement of Receipt 
I have reviewed this job description and understand that my supervisor can answer any questions I may have 
about what is expected of me in this position.

________________________________________
Employee Name 

________________________________________
Employee Signature Date

Employee Name: 

Job Title:  Healthcare Project Manager Hrs. Worked Per Day:  8 Hrs. Worked Per Week: 40

Physical Demands
The physical demands below are typical of those that must be met by the employee to successfully perform 
the essential functions of the position.  Reasonable accommodations may be available for individuals with 
disability. 

Activity 
(Hours per day) 

Never 
0 Hours 

Occasionally 
Up to 3 Hours 

Frequently
3-6 Hours

Constantly 
6-8+ Hours

Sitting X

Walking X

Standing X

Bending (neck) X

Bending (waist) X

Squatting X

Climbing X

Kneeling X

Crawling X

Twisting (neck) X

Twisting (waist) X

Hand Use:  Dominant hand  R  L 

 Is repetitive use of hand X



 Simple Grasping (right hand) X

 Simple Grasping (left hand) X

 Power Grasping (right hand) X

 Power Grasping (left hand) X

 Fine Manipulation (right hand) X

 Fine Manipulation (left hand) X

 Pushing & Pulling  (right hand) X

 Pushing & Pulling  (left hand) X

 Reaching (above shoulder level) X

 Reaching (below shoulder level) X

 Keyboarding with both hands X

LIFTING CARRYING

Weight Never
0  Hours 

Occasionally
Up to 3 Hrs.

Frequently
3-6 Hrs.

Constantly
6-8+

Height Never
0 Hours

Occasionally
Up to 3 Hrs.

Frequently
3-6 Hrs.

Constantly
6-8+

Distance 

0-10 lbs X ____ X ____

11-25 lbs X ____ X ____

26-50 lbs X ____ X ____

51-75 lbs X ____ X ____

78-100 lbs X ____ X ____

100+ lbs X ____ X ____

Describe the heaviest item required to carry and the distance to be carried: 

Other job requirements specific to the Job : 
1. Working with Bio-hazards such as blood borne pathogens, sewage?  No
2. Exposure to radiation? No
3. Other :

Acknowledgement

I have read this job description and understand that in accepting this position I indicate can meet the essential
functions of this position and other work requirements with or without accommodations.  I understand my



obligations to follow the policies and procedures governing the performance of my duties and to practice the
ethical standards of conduct and behavior expected in my association with the residents and tier families,
visitors,  co-workers  and  business  associates  of  the  facility.   I  accept  the  position  of
______________________ and will perform the duties to the best of my abilities 

I am requesting the following accommodations ______________________________________________ 
_____________________________________________________________________________________
_____________________________________________________________________________________

Comments/Remarks:______________________________________________________________________
___________________________________________________________________________________
_____________________________________________________________________________________

Employee signature: _________________________________________ Date______________________
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