Medical office manager job description template

Ready to hire your next medical office manager? We've created a sample job description to help you present medical office manager job responsibilities and attract great candidates.

Feel free to copy and paste our description below, or use it as inspiration for your own. Just remember to customize it to fit the needs of your job opening and healthcare facility!

We're looking for our next medical office manager!
Our healthcare facility is seeking a skilled and dedicated medical office manager to oversee our daily operations. As a medical office manager, you will be responsible for ensuring smooth administrative functions, managing staff, maintaining compliance with healthcare regulations, and creating a positive environment for both patients and employees.

Our medical office managers play a crucial role in the efficient operation of our practice, bridging clinical and administrative aspects to provide high-quality patient care. If you're detail-oriented, have strong leadership skills, and are passionate about healthcare administration, you might be just the medical office manager we're looking for.

What you'll do: Duties & responsibilities
· Oversee daily operations of the medical office
· Manage and train administrative and support staff
· Develop and implement office policies and procedures
· Ensure compliance with healthcare laws and regulations (e.g., HIPAA)
· Manage patient scheduling, billing, and insurance claims processes
· Maintain and update electronic health records systems
· Handle financial responsibilities including budgeting and payroll
· Coordinate with medical staff to ensure efficient patient flow
· Manage inventory of medical supplies and equipment
· Resolve patient complaints and address concerns
· Implement quality improvement initiatives
· Liaise with external vendors and service providers
· Ensure a clean, safe, and welcoming environment for patients and staff

Who you are
· Experienced: You have prior experience in healthcare administration or practice management
· Organized: You can manage multiple tasks and priorities effectively
· Leader: You can motivate and guide a team in a healthcare setting
· Detail-oriented: You ensure accuracy in all aspects of office operations
· Communicator: You have excellent interpersonal skills with patients and staff
· Problem-solver: You can handle challenges calmly and efficiently
· Tech-savvy: You're proficient with medical office software and EHR systems
· Ethical: You uphold the highest standards of patient confidentiality and privacy
· Adaptable: You can manage change and implement new processes as needed

Who we are: What to expect
· We are committed to providing high-quality, patient-centered care
· We value efficiency and continuous improvement in our operations
· Our team meetings focus on enhancing patient experience and staff satisfaction
· We offer competitive compensation and opportunities for professional development
· We provide a supportive work environment that recognizes the importance of work-life balance

In addition to being an organized leader with strong interpersonal skills, a medical office manager must be able to meet the following skill-based responsibilities to be a great match for this position:
· Proficiency in medical office management software and electronic health record systems
· Strong understanding of healthcare regulations and compliance requirements
· Excellent financial management and budgeting skills
· Ability to analyze operational data and implement process improvements
· Knowledge of medical billing and coding procedures
· Skill in developing and implementing staff training programs
· Experience in human resources management including hiring and performance evaluations
· Familiarity with medical terminology and basic clinical procedures
· Strong problem-solving and decision-making abilities
· Commitment to maintaining a high standard of patient care and satisfaction

How to apply, and what happens next
[Include specific application instructions and next steps in the hiring process]


