
 

EXECUTIVE LIAISON JOB DESCRIPTION 
 
 
Purpose of Your Job Position 

 
The primary purpose of this job position is to coordinate and implement facility marketing 
initiatives involving census development, community outreach, creative follow-up, and 
relationship building with key stakeholders. 
 
 

Delegation of Authority 
 
As the Executive Liaison, your direct supervisor is the Administrator-VSJ.  You are responsible 
for carrying out your assigned duties. 
 

Job Functions 
Every effort has been made to keep your job description as complete as possible.  However, it 
in no way states or implies that they are the only duties you will be required to perform.  The 
omission of specific statements of duties does not exclude them from the position if the work is 
similar, related or is a logical assignment to the position. 
 

Major Duties and Responsibilities 
 

1. Participate in planning, developing, organizing, implementing, evaluating, and directing 
the facility’s programs marketing. Change or update plan as needed to continuously 
keep VAM in the forefront of potential families and residents. 

2. Evaluate market and competitor’s service offerings, including fee structure, and present 
to VSJ Administrator. 

3. Build a strong referral network through alliances and collaboration with other 
professional organizations, social media, community services and hospitality programing 
to increase census. 

4. Make written and oral reports/and recommendations to the Executive Director/ VAM 
Administrator concerning the operation of the role. (Weekly and as needed)  

5. Assist residents and families with the transition to a facility providing necessary follow-up 
during and after the admission or upon discharge as needed.  

6. Maintain a positive, strategic, public relations program that serves the best interest of 
VAM and the community alike.  

7. Assist with the development of advertising materials for The Village at Marymount 
facilities.  

8. Assist in preparing the annual occupancy target and marketing budget. Provide a 
detailed plan to achieve goals. 

9. Work to achieve target census goals through the implementation of internal and external 
facility based and marketing-based programs. Increase the value of services by 
suggesting innovative programming that or can be established to enhance the lives of 
the residents. 

10. Be available to handle a request for information about the facilities or the admission 
process for both the nursing home and assisted living. Provide tours as needed. 

11. Review monthly financial outcomes with Administrator-VSJ and Executive Director.  



12. Assure that the residents’ rights to fair and equitable treatment, self-determination, 
individuality, privacy, property, and civil rights including the right to wage complaints are 
well established and always maintained.  

13. Review / report resident complaints and grievances and make written reports of action 
taken.  

14. Other duties may be assigned as needed. 
15. Create and maintain an atmosphere of resident centered care that encourages warmth, 

personal interest, and positive emphasis as well as a calm environment throughout the 
facility.  

16. Attend and participate in continuing education programs designed to keep abreast of 
changes in profession as well as to maintain license on a professional status.  

17. Attend required in-services regarding various topics and Corporate Compliance.  
18. Maintain confidentiality of all resident information according to facility’s policy and HIPAA 

guidelines.  
 

 
 
WORKING CONDITIONS: 
 
Works in well-lighted / ventilated areas. 
Subject to frequent interruptions 
Communicates with the medical and nursing staff, and with residents and families. 
Willingness to work beyond normal working hours when necessary. 
 
This position involves tasks which may result in exposure to blood, body fluids, tissues, 
or to supplies or equipment contaminated with blood, body fluids, or tissues.  The 
following list includes but is not limited to those tasks during which you are likely to 
come into contact with blood, body fluids, or tissues: 
**Performing any task in the room of residents who are spraying blood or body fluids, e.g., 

coughing, and expectorating secretions. 
 
. 
 
 

PHYSICAL AND SPECIFIC REQUIREMENTS 
 
Must be able to sit, stand, bend, squat, kneel, reach and walk frequently (30-60% of the time) 

during working hours. 
Must be able to push, pull, lift, and carry up to 25 lbs occasionally (10-30% of the time) during 

working hours. 
Must be able to drive and provide individual transportation. 
Must be able to speak and write the English language in an understandable manner. 
Must be able to cope with the mental and emotional stress of the position, 
Must possess sight/hearing senses or use prosthetics that will enable senses to function 

adequately so that the requirement of this position can be fully met. 
Must function independently, have flexibility, personal integrity, and the ability to work effectively 

with residents, support agencies and co-workers, 
Must be able to relate to and work with ill, disabled, elderly, emotionally upset and, at times, 

hostile people within the facility. 
 
 

QUALIFICATIONS/COMPETENCIES: 
EDUCATION 
 
Degree in Nursing, Therapy or Social Work, Marketing or Related field  
 



LICENSURE 
 
In accordance with above mentioned qualifications 
 
EXPERIENCE 
 
Experience preferred in a related field pertaining to the requirements of the job description. 
Ability to plan, organize, develop, implement, and interpret the marketing programs, goals, and 

objectives. 
Ability to use a computer and Microsoft Office Software, including database programs. 
Ability to communicate effectively and deal tactfully with all levels of management, employees, 

residents, family members, visitors, governmental agencies, and the public. 

Acknowledgment 

 
I have read the above job description and fully understand the requirements set forth therein.  I 
hereby accept the position of Executive Liaison and agree to abide by the requirements set forth 
and will perform all duties and responsibilities to the best of my ability.  I understand that my 
employment is at-will and thereby understand that my employment can be terminated at-will by 
the facility, or I and such termination can be made with or without notice. 
 
 

Employee Signature: ______________________________________ Date: ________________ 


