
 

Administrative Services 
 

Judith Barris  David Speelman 
Executive Director  Board Chairperson 

 

 

 

6920 Austinburg Road, PO Box 2610, Ashtabula, OH 44005-2610 
P:(440) 997-5957 X565  www.accaa.org  F:(440) 992-3319 

 

This Agency is an equal provider of services and an equal employment opportunity employer. Civil rights Act 1964 (CRA) 

 

 

POSITION:  Pathways Community HUB (PCH) Director 

 

RESPONSIBLE TO:  Executive Director 

 

EMPLOYMENT STATUS:  Full Time; Exempt 

 

PRIMARY WORK SITE:  PCH Office/Ashtabula 

 

GENERAL RESPONSIBILITIES: 

 Responsible for directing and administering the PCH in providing Community care 

coordination, facilitation and administration for a network of care coordination agencies 

providing medical and social service to the unserved and under-served members of Ashtabula, 

Lake, and Geauga counties. Supervise and direct assigned staff. 

 

SPECIFIC DUTIES AND RESPONSIBILITIES: 

Engage and partner with Care Coordination Agencies (CCA’S) to serve at risk populations. 

 

Plan, develop and implement strategies to be utilized in meeting the PCH program goals and 

objectives. 

 

Develop and administer policies, standards and procedures related to personnel, information 

technology, budget and program performance. 

 

Develops network of partners who will refer to the PCH to provide the aligned care coordination 

agencies with patients/clients to serve. 

 

Develops and maintains relationships with diverse stakeholders, including CCA members, 

community members, referral partners, providers and payers. 

 

Manages relationships and contracts with payers for Pathway outcomes and services for the PCH 

and its contracted care coordination agencies. 

 

 



Analyze the caseload for each CCA and make the appropriate correction ensuring a reasonable 

caseload for each. 

 

Engage, partner and monitor CCA’s to ensure certification process is accomplished and 

maintained and continually monitor all to ensure all twenty pathways are established and 

maintained in all four counties and ensure there is no duplication per county. 

 

Analyze the caseload for each CCA and make the appropriate correction ensuring a reasonable 

caseload for each. 

 

Develop and manage performance outcomes and contractual compliance to ensure goals and 

objectives are met and that quality meets the Pathways Community HUB Institute (PCHI) 

standards. 

 

Establishes and maintains relationships with other agencies and organizations in the community 

in order to meet community needs and services and organizes an Advisory Council to develop 

strategies and report to the community regarding outcomes. 

 

Markets the PCH model of care coordination to potential agency and referral partners with the 

intent to collaboratively integrate their services in the PCH. 

 

Directs or coordinates public relations, and fact finding or research activities; prepares; 

distributes and maintains a variety of reports as required and assures submission to the PCHI. 

Collaborate with CCA’s and partner liaisons in each county for the purpose of gathering stats, 

tracking, quality and billing and ensure routine marketing/publication of statistics in each county 

and to PCH. 

 

Oversee that CHW training is begun within 30 days of hire. 

 

Supervises the activities of assigned staff; delegates and reviews work products. 

 

Ensure all program and financial personnel understand the PCH model and how it operates. 

 

Interview, train, evaluate, and develop goals and objectives for staff, including recommendations 

for hiring, wage adjustments, promotions and discipline. 

 

Ensure everyone connected to the PCH are HIPPA trained upon hire and annually to comply to 

HIPPA policies. 

 

Track billing for accuracy and timing, assure billing is accomplished. 

 

Approves employee leaves (sick, vacation, etc.). 

 

Ensure employee adherence to agency policies and procedures regarding the department (e.g. 

research, planning, implementation, grant applications, etc.) 
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Attends staff meetings, seminars and conferences to enhance knowledge of methods and funding 

available for use in improving the PCH. 

 

Performs other significant and related duties as assigned.  

 

Travels between the four counties assisting the CCA’s and assisting with networking. 

 

 

QUALIFICATIONS: 

Any combination of training and work experience which indicates possession of the knowledge, 

skills and abilities to ensure and sustain the success of the PCH, listed as follows: Completion of 

a college education with a bachelor’s degree and 5 years of experience or a Master’s degree with 

two years of experience in Social Services, Business Administration, or a related discipline in a 

community services organization or an equivalent combination of training and/or experience. 

 

KNOWLEDGE/ABILITIES: 

Incumbent must have diverse competencies as well as knowledge and abilities of the following: 

Supervision, management principles and practice, staff development, grant writing, data 

collection, business skills, contracts and experience working with diverse populations, excellent 

communication skills, (oral and written), community social service network, analytical skills, 

data collection and ability to draft meaningful and appropriate reports and documentation. 

 
 
 
 
 
 
 
 
 
 
 
 
 


