                                                           Job Description

_____________________________________________________________________________

Job Title                                                      Division                                                Location

Practice Administrator
           
 

______________________________________________________________________________

Reports to (title):                                         Date

   Divisional Managing Physician Partner

______________________________________________________________________________

Purpose of Job:

 The Practice Administrator is to provide the leadership role at the divisional level in conjunction with the managing physician partner and appropriate support staff. Responsibilities include managing professional, clinical and administrative practices.   

______________________________________________________________________________

Essential Functions:

Financial

1.) Prepares annual budget and assures operation within the budget.

2.) Receives and prepares for payment all invoices, using correct general ledger codes. Sends to Accountant.

3.) Reviews checks & mails to vendors. Reviews General Ledger for accuracy – requests changes as appropriate.

4.) Daily records deposits balancing with billing system software & Accountant. 

5.) Reviews month end and quarterly information.

6.) Review and approve all expenditures and maintain adequate inventory of medical and office supplies.

7.) Provides and prepares statistical information to Managing Partner upon request.

8.) Maintains control of petty cash and change funds ensuring accuracy, accountability and safety of funds.

9.) Monitors and reviews daily charges and payments for accuracy and maximum reimbursement.

10.) Approve write-offs, bad-debt and refunds for patient accounts.

Personnel  

1.) Recruit, hire and retain qualified staff ensuring new employees are orientated to the division and well trained for their jobs while continually monitoring staffing levels.

2.) Perform performance evaluations, disciplinary actions and termination of employees in accordance to the policies of __________________assisting with developing goals for personal development.

3.) Compute and prepare payroll for division employees and manage overtime.

4.) Recommend and approve pay rate increases in cooperation with managing physician partner keeping abreast of current pay scales and market trends.

5.) Conduct regular staff meetings and educate employees of the policies __________________

6.) Maintain confidential employee files in accordance with various agency regulations.

Administrative

1.) Ensure physician schedules including vacation, conference and on-call rotation are maintained.

2.) Attend monthly _________________Associates, Practice Administrator’s meetings and provide input and feedback for organizational decisions as it relates to practice management.

3.) Conducts business meetings with physician partners preparing reports as requested and seeking advice regarding the management of the office and giving feedback as it relates to practice administration.

4.) Act as liaison for the Division with Central Services for billing questions, other divisions and outside vendors and representatives.

5.) Serve as HIPAA Privacy Officer for the division.

6.) Develop and maintain divisional policies and assist with corporate policies and procedures.

7.) Schedule and develop adequate in-service and training programs to assure proper knowledge and skills are maintained by staff.

8.) Ensure the division and grounds (if applicable) are kept attractive and clean for the safety and welfare of patients and employees.

9.) Promote and market practice by maintaining position patient and community relations, coordinating advertisement or marketing tools as needed.

______________________________________________________________________________

Other Responsibilities:

1.) Attend training and continue education to stay informed and knowledgeable in all areas relating to practice administration.

2.) Ensure OSHA and CLIA protocols are followed.

3.) Delegate and give clear instructions to support staff requesting feedback, being receptive to suggestions.

4.) Other duties and special assignments as assigned. 

______________________________________________________________________________

Authority/Decision Making:

Responsible for making decisions, judgements, and recommendations concerning practice administration within the scope of the job description and as directed by Managing Partner.

______________________________________________________________________________

Qualifications:

1.) Healthcare experience with successful management experience in a physician practice.  College degree can substitute for comparable experience.

2.) Excellent written and verbal skills.

3.) Ability to manage and communicate to diverse groups.

4.) Ability to maintain confidentiality.


HIPAA Minimum Necessary Standard:  A practice administrator will have full access to all medical and computer records within their division or to a division where they might be covering that division’s patients.  Certain Board committee positions may require access to other Protected Health Information in all divisions to perform their function.

Physical Demands: While performing the duties of this position, the employee is required to stand, walk, sit, use hands and fingers, reach with hands and arms, climb stairs, balance, stoop, kneel, crouch; talk, hear and smell. The employee must occasionally lift and/or move up to 50 pounds. Vision abilities required by the job include close vision, distance vision, peripheral vision, depth perception and the ability to adjust focus. 

OSHA Classification group: Employee Group Two – offer Hepatitis B Vaccination within 10 days and trained in office infection control
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