Sample Office Manager Job Listing
 
About the clinic:
ABC Audiology is a leading audiology clinic located in ABC TOWN. Our team of expert Doctors of Audiology are dedicated to providing exceptional care and comprehensive services to our patients. From auditory diagnostic testing to personalized treatment plans and state-of-the-art hearing aid solutions, we are committed to improving the quality of life for individuals through better relationships.
 
Job Description:
ABC AUDIOLOGY is seeking a dynamic and organized Office Manager to oversee the day-to-day operations of our clinic. The Office Manager will play a pivotal role in ensuring the efficient and smooth functioning of administrative tasks, as well as fostering a positive and welcoming environment for patients and staff. This position offers an exciting opportunity to contribute to the success of our clinic and make a difference in the lives of our patients.
 
Duties/Responsibilities
· Supervise and coordinate administrative staff, including receptionists and administrative assistants, to ensure timely and accurate completion of tasks.
· Oversee and Manage patient scheduling and appointment logistics, optimizing clinic workflow and maximizing patient satisfaction.
· Oversee patient intake processes, including registration, insurance verification, and medical history documentation, to ensure accuracy and compliance with regulatory standards.
· Manage patient invoices or collections when payments are not received, including monitoring several months, sending invoices monthly, and sending to collections if necessary.
· Receive and process incoming mail, including opening and applying payments to appropriate systems; the front office works as a team as not just one person checks in the mail and payments.
· Receive and process packages, including opening, checking, and applying parts received to appropriate patients.
· Manage financing, scan paperwork into patient charts, mail checks, and keep an eye on payment accounts to advise the owner of outstanding invoices.
· Reconcile payments received against bank accounts and manage vendors as the point of contact.
· Manage timesheets and time-off requests for staff.
· Send and receive faxes, and manage faxes received.
· Open the office daily, including opening doors, turning on lights, and preparing the office for the day.
· Cover the front desk when reception staff is unavailable.
· Ensure building inspections and audiology equipment inspections are completed yearly prior to expiration.

 
 
Qualification
· Bachelor's degree in Business Administration, Healthcare Management, or a related field preferred.
· Previous experience in office management or healthcare administration is highly desirable.
· Strong leadership and interpersonal skills, with the ability to effectively motivate and supervise staff. We strive for kindness and clarity when working as a team.
· Excellent organizational and time management abilities, with a keen attention to detail.
· Proficiency in computer skills, including experience with electronic medical records systems and Microsoft Office suite.
· Knowledge of healthcare billing and insurance processes preferred.
· Ability to prioritize competing demands and adapt to changing priorities in a fast-paced environment.
· Commitment to maintaining patient confidentiality and upholding ethical standards.
 
 
Benefits
· Competitive salary commensurate with experience
· Health, dental, and vision insurance coverage/reimbursement
· Retirement savings plan with employer matching
· Paid time off and holidays
· Opportunities for professional development and career advancement

