Job Description

Practice Manager

The Practice Manager is responsible for the supervision of staff and the overall operation of the outpatient clinical practice office.  Exhibits expertise in a medical practice office setting with excellent managerial skills.  Has the ability to guide the office staff through many changes in the delivery of health care and fosters a team atmosphere.  Can effectively manage a busy office with maintaining high quality patient care and efficient operations.  

Personnel Management

Supervises and coordinates the activities of the practice personnel.  Prepares all nursing and clerical schedules, manages vacation requests, time off requests - (sick and emergency) and arranges appropriate coverage.  Reviews and approves weekly time records of all practice employees.  Review requests for overtime with the Medical Director of the practice site.

Monitors the practice’s compliance with various regulatory personnel issues including compliance with FSLA, EEO, ADA, OSHA, etc.

Prepares and maintains all personnel records for all employees.

Recruiting, hiring, development and administers an evaluation system based on established standards of practice.  Counsels staff whenever appropriate.

Interviews in concert with the Medical Director applicant nurses, nursing assistants and clerical and billing staff.

Recommends to the Medical Director, promotions, upgrades and changes in staffing patterns and requests additional staff.

Schedules and conducts periodic staff meetings with the employees to inform the staff of changes in the practice policy and to resolve problems, which are affecting operating effectiveness.  Prepares and distributes minutes of such meetings.

Ensures and maintains strict patient confidentiality.

Operations Management

Develops policies and procedures as they relate to the medical office striving to continually improve practice operations, the financial performance, and patient satisfaction.

Monitors and makes recommendations for improvement in departmental processes and activities.  Will be responsible for quality assurance monitoring and reporting, benchmarking and other types of practice management analysis for practice improvements.  Constantly reviews procedures to determine if there is a more efficient and less costly way to conduct the business of the practice without sacrificing quality patient care.
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Establishes and continually monitors mechanisms for scheduling, patient flow, telephone triage and messaging, and courtesy.

Assists the Medical Director in efforts to monitor and improve the quality of care delivered by providers and other personnel.

Fosters and maintains a positive, confidential and patient friendly environment for patients and their families.

Keeps the Medical Director current of practice issues, plans and progress.

Develops an excellent communication system for physicians and staff.

Financial Management

Works with the group Administrator in developing and maintaining an accurate and thorough billing process.

     Co-payment and patient balance collection

     Fee ticket management and reconciliation

     Same or next day charge entry

     Insurance company authorizations

     Statistical report collection

     Cash on hand

Will work in concert with the Managers Group reviewing and evaluating managed care contracts.  

Responsible for working with the group accountant for budget operations including salaries, supplies and other direct expenses within defined budget parameters. Assures that budgetary guidelines are met by monitoring monthly expenses. Makes recommendations regarding cost savings.  Will participate in yearly budget preparation.

Designs and implements inventory controls in order to keep an excellent accounting of materials and supplies.

Participates in the E & M Coding audits and provides on site provider education.

Monitors productivity and work flow.

Routinely receives and monitors practice management reports from the billing system through decision support desktop software and standard automatic demand reports.  Will have the ability to generate ad hoc reports when necessary.

Information Management Technology

Able to operate the computer system and the telephone system and train/instruct employees in its use.  Understands the software for appointment scheduling, billing and the electronic medical record.
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Medical Record Management

Provides management oversight to the medical records functions of the practice.

     Records are available

     Records are orderly

     Filing is accurate and up-to-date

Coordinates medical record reviews.  Performs random audits and process improvements when necessary.

Facility Management
 Ensures that a high level of cleanliness exists in the practice at all times.  Takes steps to ensure the physical plant is in good operating condition.

Job Requirements
Bachelor’s Degree in related field or four or more years of management level experience in a medical practice - and/or an equivalent combination of education and experience.  Experience and/or education in:

 - Computers in a medical practice environment

 - Medical office procedures

 - Medical practice billing

 - Personnel Management

Possess the tact necessary to deal effectively with physicians, staff and patients.  Be able to motivate the employees within the environment.

Possess the ability to think clearly to make judgmental decisions in participating in the development of office policies and procedures.

Possess knowledge of modern office equipment, systems, and procedures.

Working Environment:

1.
Physical Demands



- Lifting Requirements





20-40 lbs


- Frequency of Lifting





0 - 25% of the time


- Average percent of time during regular shift devoted to:


 

Standing, Walking, Bending, Reaching


25%



Sitting






75%


- Ability to grasp with both hands; pinch with thumb or forefinger; turn with


   hand/arm; reach for (above shoulder height)


- Ability to speak on the telephone and write simultaneously


- Ability to operate multi-line telephone system, computer keyboard; ten-key


   adding machine
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2.
Visual, Hearing, Dexterity, and Mental Demands:


- Vision - 

Adequate to perform the essential functions of the job such


                 

as read the computer terminal


- Hearing - 

Adequate to perform the essential functions of the job such as



      

answering the telephone


- Speaking - 

Adequate to perform the essential functions of the job such as





communicating via telephone and in person for the purposes





of staff meetings and providing patient information


- Dexterity -

Adequate to perform the essential functions of the job such





as sorting papers; stapling; operating office equipment


- Mental Demands - 
Adequate to perform the essential functions of the job such as





staff evaluations or counseling and terminating staff..  Position 




may periodically encounter unfriendly or hostile individuals 




regarding payment situations.

3.
Working Conditions:





Position requires work in normal office environment 100%





of the time.  No special uniforms or protective equipment





is required.  Hazardous materials exposure minimal and





limited to normal office supplies.

______________________________________________
_______________________




Employee




Date

______________________________________________
________________________




Employee




Date

Origin Date:_______________(The date of the very first job description)

Revised Date:__________________

