
UNIVERSITY OF SOUTHERN CALIFORNIA

Chief Administrative Officer, Clinical Services

Job Code: 119079

OT Eligible:

Comp Approval:

Responsible for the establishment, development, and executive oversight of a peer review 
organization that will oversee the quality of all University Allied Clinical Services (e.g., Dentistry, 
Pharmacy, Social Work) and other various departments across the university, assuring that all 
clinical services delivered by the university are of the highest quality.

JOB SUMMARY:

JOB ACCOUNTABILITIES:

*E/M/NA % TIME

No

7/16/2021

______ Establishes a peer review organization/oversight function/program within the 
university. Staffs and manages personnel as required (e.g., Director) and oversees 
day-to-day operations and activities for the organization.

______

______ Establishes a scope of operational priorities, practices, processes, and criteria for 
detection and inclusion of current and future clinical activities. Develops and 
implements policies and procedures which assure compliance with administrative 
and regulatory requirements.

______

______ Establishes processes and committee structures to capture and analyze data, drive 
quality, and institute a culture of excellence in quality and safety across a broad and 
diverse enterprise. Produces and presents PRO reports and key metrics to 
stakeholders as required.

______

______ Serves as a clinical services subject matter expert (SME) and effectively 
collaborates with university stakeholders (e.g., deans, clinicians, faculty) to facilitate 
the goal of providing the highest quality of care and regulatory compliance.

______

______ Promotes an environment that fosters inclusive relationships and creates unbiased 
opportunities for contributions through ideas, words, and actions that uphold 
principles of the USC Code of Ethics.

______

*Select E (ESSENTIAL), M (MARGINAL) or NA (NON-APPLICABLE) to denote importance of 
each job function to position.

Performs other related duties as assigned or requested.  The university reserves 
the right to add or change duties at any time.

EMERGENCY RESPONSE/RECOVERY:

Essential:

In the event of an emergency, the employee holding this position is required to 
“report to duty” in accordance with the university’s Emergency Operations Plan 
and/or the employee’s department’s emergency response and/or recovery 
plans.  Familiarity with those plans and regular training to implement those plans 
is required.  During or immediately following an emergency, the employee will 
be notified to assist in the emergency response efforts, and mobilize other staff 
members if needed.

No

Yes
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JOB QUALIFICATIONS:

SIGNATURES:

Employee: _____________________________________  Date:_____________________________

Supervisor: ____________________________________  Date:_____________________________

The above statements are intended to describe the general nature and level of work being 
performed.  They are not intended to be construed as an exhaustive list of all responsibilities, 
duties and skills required of personnel so classified.

The University of Southern California is an Equal Opportunity Employer

Minimum Education:

Master's degree

Minimum Experience:

7 years

Preferred Education:

Master's degree

Preferred Experience:

10 years

Minimum Field of Expertise:

Master’s degree in business, healthcare administration, or related advanced degree. 
Experience in quality, peer review, or clinical risk management. Progressive leadership 
oversight experience with of quality metrics, risk management, data collection, performance 
indicators in a complex healthcare setting. Previous experience leading a peer review 
organization that enabled the delivery of the highest quality health care strongly preferred. 
Demonstrated expertise and application of performance improvement methodologies (e.g., 
Lean or Six Sigma). Strong Understanding of credentialing and California state 
requirements.

Preferred Field of Expertise:

Seven years’ experience in healthcare management. Experience with major organizational 
redesigns, transitions, and other significant change initiatives. Strong track record of 
working effectively with high-level committees within academia and the peer review process 
as well as managing clinical risk and implementing appropriate risk mitigation programs. 
Strong understanding of revenue cycle elements as well as the ability to drive root cause 
analyses when and where necessary, creating a system of correction and follow up as 
required.


