Practice Administrator/COO

Prepare budget for each of _____’s entities by anticipating expected revenues and expenses to achieve organizational objectives

Prepare a periodic financial statement by measuring the relevant business activity and financial position of ________ & its sub-corps to ensure appropriate financial management.

Ensure that _________’s obligations as well as all sub-corps obligations to vendors are met.  Policies and procedures for procurement and payment to minimize expense and maintain a healthy balance.

Support the financial viability of______ & add’l entities through key business relationships (i.e. banks, accountant ofc, various attorney ofc, etc.), to ensure the integrity of our business.

Develop and present financial analysis for each line of business _____ has perused, utilizing a variety of techniques (modeling, forecasting, benchmarking, cost/benefit analysis, etc.) to give the physicians a clear understanding of where each entity stands the direction it is heading.  This will lead to a higher level decision-making with all the facts and figures clearly presented.
Establish a system of controls by designing and enforcing checks and balances to minimize the risk of financial loss and endure organizational integrity.

Ensure ______ receives the continued benefit of a qualified retirement plan that best suits the needs of the members of ______ and at the same time the plan(s) must comply with federal requirement in order to avoid risk of financial penalties.

Negotiate third party payor contracts by selecting those with terms most favorable to ______ and monitoring the contract in order to maximize reimbursement and to yearly revisit the conversion factor for an increase.

 Ensure compliance with federal and state regulations by implementing and monitoring personnel policies and procedures to protect employees, _____ & its other entities.

Construct an employee appraisal system by identifying and clarifying core competencies in order to provide direction, enhance workforce capabilities, and identify training needs.

Structure the compensation and benefit program by collecting and analyzing market data periodically in order to attract and retain qualified personnel consistent with the values of ______.

Address employee problems and concerns by maintaining pro-active and responsive employee relations in order to achieve a high rate or employee satisfaction and performance.

Work with group on an effective strategic plan by analyzing the options available to our group for possible expansion.  Gain the input and consensus from partners on the direction they would like to take for the success of our organization.

Work on effective marketing plans for promoting the physicians’ and services ______ can provide.

Examine the possibilities for growth by identifying opportunities for partnerships and strategic alliances to enhance market position and organizational effectiveness.

Direct effective implementation plans, maintenance of medical software package and all other pertinent software programs crucial to the operation of ______.  Provide access to training resources to continually improve performance and expand the capabilities and usage of these programs to their fullest potential.

Exercise due diligence throughout contract development, negotiations and compliance by reviewing, analyzing and consulting appropriate resources in order to diminish risk.

Manage governance and operations by remaining within the definition of the organization’s established legal structure in order to maintain compliance.

Resolve conflicts with employees (physicians/office staff) by addressing complaints immediately with established grievance procedures in order to avoid litigation.

Discourage criminal activity by establishing and monitoring policies involving personnel and property in order to protect patients and staff and limit financial exposure.

Maintain the confidentiality of patient, staff, and organizational proprietary information by developing, instituting and monitoring policies to protect the privacy and rights.

Obtain professional, organizational and business liability insurance by negotiating cost effective and comprehensive coverage to reduce organizational and provider insurance.

Respond to all reports of inappropriate conduct with corrective solutions through investigation, discussion, and monitoring with ______’s leadership to protect patients, staff, _____ and others.

Construct a system of governance, which is compiled from _____’s strategic vision, mission and values in conjunction with the President, in order to achieve ______’s goals and to ensure that all partners are on-board.

Continually improve the governing system by evaluating the effectiveness of the bylaws, policies, dynamics of the group, cultural values as they may change as the group continues to add members; all to ensure that the partner’s are satisfied.

Promote organizational and individual success through ongoing support, encouragement, empowerment and effective teamwork to enhance staff loyalty and productivity.

Address requirements for credentialing and audits by establishing a system to monitor physicians in need of licensure, re-credentialing, re-certification to ensure regulatory compliance and continuity of service (hospital & carrier).

Develop policies, procedures, programs, protocols and systems, to provide efficient and accurate billing records, insuring that _____ is being compliant in its submission for reimbursement of all medical services whether billed by ______ or a sub-corp.
Provide communication through internet-based technologies to ensure operational coordination, timely updates to CMS rules, daily Federal Register regulations, peer communication, etc to ensure any data needed to remain compliant is in our possession and disseminated to all members of _____ the same day.

Keep abreast of legislative issues effecting medicine. Take a proactive role at the local, state, regional and national levels as appropriate to assure constructive input is presented to the appropriate persons.  

Provide constructed letters on legislative issues that as a group we need to respond to.  

 Develop a facilities planning program by periodically evaluating facility capabilities in order to meet the ongoing operational needs or ____.

Advance my personal knowledge base by pursuing continuing education and credentialing in order to enhance professional competence.

Promote both my own and _____’s integrity by exhibiting ethical behavior to maintain high standards for _____.

Respond to the needs of others through effective communication, mutual respect and consistent follow through in order to generate trust and enhance personal effectiveness.

