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REPORTS TO:
Executive Director
FLSA STATUS:
Exempt.

SUPERVISORY RESPONSIBILITIES:
Reception, Extenders, Nursing, Practice Operations, Physical Therapy, Satellite Offices and Lab.

ESSENTIAL FUNCTIONS: Vision, hearing, speaking clearly, stand, sit, stoop, walk, push, pull, lift/move up to 20 pounds, manual dexterity with arms and hands to grasp objects and operate office equipment. Work overtime as required.

WORK SCHEDULE:  Monday through Friday 8am to 5pm and other days/hours as required by the position.
POSITION SUMMARY:  Participates in operational planning, coordination and implementation of operational and clinical services projects and changes; coordinates clinical process and procedural issues; works with providers and administration to solve complex clinical problems; assists providers to maximize efficiency and productivity of their offices; serves as liaison between administration and clinical support staff.

WORKING CONDITIONS: Administrative office environment with potential exposure to communicable diseases, toxic substances, ionizing radiation, medicinal preparations, bodily fluids, and other conditions common to a medical treatment environment. Overtime as required.

DUTIES AND RESPONSIBILITIES:  (This list may not include all of the duties assigned)

1. Directs and supervises Lab Manager, Reception Manager, Nursing Manager, Physician Assistants, ARNPs and Satellite Office Manager and Supervisors.

2. Works closely with the Senior Management Team on operational and personnel issues.
3. Under the direction of Executive Director, coordinates the administrative operations of the physician practices. 
4. Implements new physicians and providers – following up on credentialing and licensing, coordinating space and facilities, introducing new providers to WWMC physicians and staff, setting up offices, purchasing equipment, hiring staff, establishing processes and procedures.
5. Works with department managers and physicians to resolve personnel, process and operational problems and issues.
6. Works with departmental managers and providers to implement, expand and promote projects and programs (i.e. flu shot clinic, diabetic education, smoking cessation program, nutrition education, urodynamics, employer services, employee health and wellness programs, etc.).
7. Works with departmental managers and providers to improve practice operations to be most effective and productive (and financially advantageous) to include educating providers and associates, reviewing and establishing new processes and procedures, ensuring appropriate use of personnel and other resources and making recommended changes as necessary.

8. Evaluates new and existing Employer Service contracts and proposals for their value to White-Wilson Medical Center; coordinates implementation of said contracts; works with area employers to coordinate and offer needed services.

9. Coordinates clinical administrative process and procedural issues to ensure the most efficient and effective use of resources.

10. Assists providers to maximize efficiency and productivity of their offices by reducing overtime, utilizing more efficient processes, centralizing where needed, etc.

11. Serves as liaison between administration and practice staff.
12. Develops annual dept. budget and monitors expenses to meet budget.

13. Ensures compliance with regulatory and legal requirements.
14. Directs and oversees operations and personnel at various Satellite facilities.

15. Coordinates with assigned managers and supervisors employee discipline, performance evaluations for personnel and recommends employee job transfers and promotions.

16. Establishes and implements department policy and protocol.
17. Provides oversight, direction and accountability for clinic’s OSHA, Hazmat and Chemical Hygiene programs.
18. Evaluates performance of assigned staff and recommends merit increases and promotions.  Provides disciplinary action. Documents variance from standard performance.

19. Responsible for establishing/maintaining clinic practice administrative policies and procedures.

20. Works with individual practices and modules to evaluate efficiencies and inefficiencies, recommend improvements and ensure implementation of new processes as applicable.

21. Regularly communicates with physicians regarding practice problems, issues and potential resolutions.

22. Monitors physician assistant and nurse practitioner performance and provides guidance as required within all practices.

23. Works with various departments and offices to develop and promote new healthcare products and services.

24. Initiates, promotes, and implements associate development and continuing education programs.   

25. Coordinates purchasing of vaccines and medicines for the clinic to ensure the most inexpensive and highest quality products.

26. Serves as a Champion for customer service program and initiatives; actively promotes customer service ideals to associates and managers; ensures all associates have ongoing CS training and education on an annual basis.

27. Maintains strictest confidentiality.

28. Consistently displays a positive attitude and demonstrates a personal commitment to excellence.

29. Performs related work as required.
KNOWLEDGE: Organizational policies, procedures, systems and objectives.  Fiscal management and human resource management practices.  Principles and practices of supervision and management.  Nursing practices/processes.  Medical records, medical dictation, and medical communications systems.  Personal computer systems and applications to include a working knowledge of MS-Office software.  

SKILLS: Planning, organizing and supervising.  Exercising initiative, judgment, problem solving, and decision-making, gathering and analyzing data.  Researching, preparing and presenting comprehensive reports. 
ABILITIES: Work effectively with patients, medical and administrative staff, and the public.  Communicate effectively in writing and verbally.  Work overtime as required.
MINIMUM QUALIFICATIONS:

· EDUCATION: Bachelor of Science in Healthcare Administration, Nursing or a related field required.  Masters Degree preferred.

· EXPERIENCE: Seven years experience in healthcare with five years in a physician organization and five years management experience.
· LICENSE/CERTIFICATIONS:  None.
TRAINING PROVIDED: General organizational orientation. Specific business practice processes. 


