
Job Description
Title:
Practice Manager
Survey ID:

Department

Department #:

Company:

Date Prepared:

Status:
Active
Date Revised:
Position Summary:
To provide Managerial/Leadership direction to ____________
Major Accountabilities:
1.
Responsible for the daily operation of a medical office, including supervising and managing of employees.  

Communicating with providers, patients, development of operation of the practice.

2.
Assesses and follows budget through the year making appropriate changes to correct variances.  Maintain 

careful control of income and expenses.  Prepare invoices for accounts payable.

3.
Ensures accuracy of all data entry of registration, billing and coding into IDX system.
4.
Manages accounts receivables within guidelines to include maximum cash collection.
5.
Maximum use of IDX patient scheduler to maximize provider productivity.
6.
Recruits, interviews and hires employees.  Responsible for the appropriate training and development of 

employees.

7.
Implementation of all policy and procedure for programs including but not limited to 

disciplinary actions.

8.
Creates and implements new departmental policies.  Reinforces and communicates all current policies 

and update procedures.

9.
Attends all appropriate meetings.  Participates in any task force or committee as required.
10.
Develops and maintains customers satisfaction to perform continuous improvement.
11.
Ensures efficient, timely and cost effective medical care by maintaining a quality assessment process which 

accurately measures outcomes.

12.
Fulfills all compliance responsibilities related to the position.
13.
Performs other duties as assigned.

Formal Education and Job-Related Experience and 

This position requires a minimum formal education of High School Diploma and minimum of 5 years but less 

than 7 years job-related experience.


License, Registration, Certification Requirements:   

Desired (not required) criteria include:  Associate's or Bachelor's degree and/or Practice Manager certification.
