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Executive Administrator
Job Description

Position Title: Executive Administrator
Department: Ashbourne Living – Memory Care
Reports To: Licensee/Owner
FLSA Status: Exempt

Company Overview
Ashbourne Living is a premier, physician-owned memory care residence dedicated to providing personalized, compassionate support in a warm, home-like environment. Serving individuals living with memory loss, the community emphasizes dignity, comfort, meaningful engagement, and individualized care. With an intentionally small residential setting, caregivers tailor daily routines and services around each resident’s unique history, preferences, and needs.

Position Summary
The Executive Administrator provides leadership, operational oversight, and regulatory compliance management for Ashbourne Living – Memory Care. This role ensures high-quality, person-centered care consistent with the home’s mission, program statement, and licensing requirements. The Executive Administrator fosters a culture of professionalism, safety, compassion, and continuous improvement while building trusted relationships with residents, families, staff, and regulatory agencies.

Employment Structure & Growth Plan
This position will initially begin on a PRN (as-needed) basis, with the intent to transition to Part-Time (PT) and ultimately Full-Time (FT) status as the company grows and census increases.
Expanded hours, compensation, and responsibilities will align with operational growth and demonstrated performance.


Essential Duties and Responsibilities
· Lead day-to-day operations in compliance with all applicable state licensing rules and administrative requirements.
· Oversee implementation of individualized care plans consistent with the home’s program statement.
· Ensure services align with resident assessments and care agreements.
· Maintain a safe, structured, and supportive memory care environment.
· Supervise staff performance, hiring, training, and regulatory compliance.
· Ensure adherence to Residential Assisted Living and Memory Care policies and procedures.
· Respond effectively to emergencies and ensure emergency preparedness procedures are followed.
· Maintain required documentation, reporting, and quality assurance systems.
· Ensure appropriate food service staffing when applicable.
· Promote a culture of dignity, engagement, and meaningful daily living experiences.
· Complete required annual continuing education and professional development.

Qualifications
· Extensive experience in healthcare management, social work, case management, assisted living, nursing home administration, or related senior care settings, with significant hands-on experience in memory care.
· Demonstrated leadership experience in Residential Assisted Living and/or Memory Care environments.
· Extensive familiarity with policies, procedures, regulatory requirements, and best practices governing Residential Assisted Living and Memory Care operations.
· Strong knowledge of dementia care principles, behavior management strategies, person-centered care planning, and family engagement practices.
· Experience with licensing compliance, state inspections, documentation standards, and quality assurance processes.
· Proven ability to lead teams, supervise staff, and foster a culture of accountability and compassionate care.
· Strong administrative and financial management skills, including budgeting, staffing coordination, and operational oversight.
· Excellent communication and interpersonal skills, with the ability to work collaboratively with residents, families, healthcare providers, and regulatory agencies.
· Current First Aid and CPR certification (or ability to obtain upon hire).
· Must meet all state regulatory requirements for an Administrator of a Residential Assisted Living/Adult Foster Care home.

Benefits (Full-Time Status Only)
Benefits will be offered to employees who transition to Full-Time (FT) status, consistent with company policy in effect at that time. Benefit offerings may include healthcare options, paid time off, and other employment benefits as determined by the organization.

Bonus Structure
Productivity bonuses are available based on performance metrics and operational growth. Additional bonus opportunities may be offered to Full-Time employees in accordance with company policy and performance expectations at the time of eligibility.

Additional Requirements
· Ability to meet residents’ physical, emotional, social, intellectual, and cognitive needs.
· Capable of effectively managing emergency situations.
· Must not serve as legal guardian or conservator of a current resident except as permitted by regulation.
· Completion of annual training requirements (minimum 16 hours approved training or 6 college credit hours in a relevant field, as applicable).

Equal Opportunity Statement
Ashbourne Living is an equal opportunity employer committed to maintaining a respectful, inclusive, and supportive work environment.
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