JOB DESCRIPTION

Position Title:

Practice Manager

Position Reports To:
Director of Practice Management
Position Summary:
Responsible and accountable for the day-to-day management of the practice functions for a defined geographic area of the Clinic.   Plans, develops, recommends, and implements systems, processes, policies and procedures to ensure the effective operation of the business unit.

HIPAA Minimum Access Level:  5   (Refer to HIPAA Policy Manual)
Qualifications:

Bachelor’s Degree preferred in business administration or health care administration.  Experience and knowledge of physician’s office practice is required with a solid understanding of all the financial and operational aspects of a practice management system.  A high degree of initiative and organizational skills are necessary, attention to detail and prior management experience are required.  This individual must have the ability to work with multiple physicians and has superior verbal and written communication skills.  

Duties and Responsibilities:
1. Hire and terminate assigned staff as appropriate. Coordinate and provide proper training to assigned staff as needed.
2. Conduct performance reviews for assigned staff on an annual basis and as warranted.  
3. Analyze staffing in operational areas.  Determine and maintain appropriate staffing levels for the operational functions.

4. Coordinate payroll issues and edit timesheets for all assigned staff.  Track available time off for assigned staff. Implement Clinic’s disciplinary policy as needed.

5. Assess need for new/replacement technologies.  Research cost and vendor alternatives and recommend acquisition as appropriate.

6. Ensure proper maintenance and upkeep for physical area of responsibility.

7. Develop and implement performance improvement plans by evaluating the most effective and efficient methods for completing all operational functions.   Coordinate implementation of approved plans. Conduct regular staff meetings or implement suitable alternative for ensuring consistent flow of information to staff.

8. Maintain regular dialogue with physicians in designated area/business unit, serving as a physician advocate and resource.
9. Monitor denials, correct and / or assist in the resolution of denial and reimbursement issues.  Regularly review denials and resolution of denials as well as coding issues with providers. 

10. Review and interpret operational data to assess needs for operational and procedure revisions.

11. Develop and maintain physician templates, monitor statistical data and operational issues to ensure benchmarks are met and schedules are efficient.

12. Review set financial budgets to ensure responsible financial operation, prepare and submit Capital Expenditure Requests (CER’s) and prepare requested statistical reports.

13. Support the goals and philosophy of the organization.

14. Review, analyze, and develop policy procedures and workflow for all aspects of all business office functions and/or clinic operations.  Coordinate changes with other departments as indicated.

15. Ensure practice and staff compliance with regulatory agencies and Clinic’s policies through training, assessment and review.  

16. Perform other duties as my be assigned. 
Physical Demands: No exceptional demands.

Working Conditions: Normal office conditions.

Supervision of Personnel:  As many as necessary.
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