
HEALTH CARE ADMINISTRATOR (CLINICAL/ANATOMICAL LABORATORIES) 
 
 

DISTINGUISHING FEATURES OF THE CLASS:  Under the general supervision of a 
Senior Vice President, the incumbent of this class is responsible for directing and 
coordinating the administration, organization, control and supervision of the day to day 
operations of the Clinical and Anatomical Laboratories at Westchester Medical Center.  
Responsibility also involves coordinating these operations with other Medical Center 
divisions, i.e. Nursing, Medical Staff, Emergency Room, Admitting, Radiology, Operating 
Room, Medical Records, and Messenger Service, to ensure the optimum level of medical 
services to the patients and support services to the medical and professional staff.  While 
this position has an organizational reporting relationship with the Sr. Vice President, 
Hospital Operations.  Supervision is exercised over a large number of professional, 
technical and clerical personnel.  Does related work as required. 
 

EXAMPLES OF WORK:  (Illustrative Only) 
 
Performs various administrative tasks to ensure the optimum delivery of patient services 
by the Clinical and Anatomical Laboratories, providing support services to the Division 
Directors and professional staff in all sections of Clinical and Anatomical Laboratories; 
 
Participates in the formulation of policies and procedures for the Clinical/Anatomic 
Laboratories and implements approved hospital policies.  Maintains total administrative 
responsibility for the optimum use of the Clinical and Anatomical Laboratories; 
 
Assembles and interprets statistical and other data relative to the specialty services 
provided by the Clinical Laboratory and prepares them into reports following the format or 
guidelines required by regulatory agencies or hospital management; 
 
Develops operational systems which best utilize the laboratory facilities and related 
resources in accordance with established overall Westchester Medical Center policies and 
procedures, and in conformance with standards set forth by regulatory agencies such as 
the New York State Department of Health (NYSDOH), Joint Commission on Accrediation 
of Health Care Organizations (JCAHO), College of American Pathologists (CAP), and 
American Society for Histocompatibility and Immunogenetics (ASHI). 
 
Implements effective case management procedures, including the coordination of the 
inpatient and out-patient services of the Clinical and Anatomical Laboratories as well as 
those involving other hospital divisions, medical college staff and community agencies; 
 
Maintains effective liaison with appropriate regulatory agencies to ensure compliance and 
implementation of all regulations affecting patient services delivered by the Division; 
 
Establishes procedures to ensure the completeness, accuracy and confidentiality of the 
laboratory data released to patients compliance; 
 
Analyzes current hospital procedures as they relate to the Clinical and Anatomical 
Laboratories and formulates plans for improved methods; 



 
Develops, implements and monitors statistical reporting mechanisms providing data on 
the utilization of the Clinical and Anatomical Laboratories; 
 
Prepares the annual budget for the Clinical and Anatomical Laboratories and monitors 
spending in conformance with established cost controls; 
 
Prepares report and maintains adequate records and files on the activities of the Clinical 
and Anatomical Laboratories; 
 
Attends meetings, seminars and conferences related to the activities of the hospital; 
 
Uses computer applications or other automated systems such as spreadsheets, word 
processing, calendar, e-mail and database software in performing work assignments. 
 
REQUIRED KNOWLEDGE, SKILLS, ABILITIES AND ATTRIBUTES:  Thorough 
knowledge of the operation and organization of a large hospital; thorough knowledge of 
the regulations and codes of JCAHO and the NYSDOH as they relate to the operation of a 
clinical and anatomical College of American Pathology, ASHI - Transplant Laboratory; 
thorough knowledge of  regulations and codes maintained by CAP and ASHI; good 
knowledge of Clinical and Anatomical Administrative reporting and control procedures; 
ability to coordinate and schedule the work of multi-level staff across departmental lines; 
ability to establish and maintain effective working relationships with a wide range of 
professional, administrative, technical and clerical personnel; ability to communicate  
effectively both orally and in writing; ability to effectively use computer applications such 
as spreadsheets, word processing, calendar, e-mail and database software; sound and 
mature professional judgment; resourcefulness; initiative; tact; physical condition 
commensurate with the requirements of the position. 
 
MINIMUM ACCEPTABLE TRAINING AND EXPERIENCE:  Either (a) A Bachelor's Degree 
and six years of administrative experience in hospital or health care setting, two of which 
must have been in a medical clinical or pathology laboratory setting in a hospital; or (b) A 
Master's Degree in health care or hospital administration and four years of experience as 
indicated in (a) including the two years specialized experience; or (c) a satisfactory 
equivalent combination of the foregoing experience. 
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