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Our company is hiring for a director, office. To join our growing team, please
review the list of responsibilities and qualifications.

Responsibilities for director, office

 Recruits, develops, and retains a staff of experienced and highly capable
project management staff to support the project management needs of the
organization

e Manages a team consisting of directors, senior managers, managers, program
managers, project managers, professional staff and contractors and their
performance for the organization

e Develops the operating budget, forecasts and manages the financials for
External Affairs and performs financial analysis of all aspects of the
department’s costs and operations

* |dentifies key management, non-management and contractor personnel to
participate on program / project teams based on broad knowledge of
technology, marketing, legal compliance, finance, services and operations
from appropriate departments/divisions

o Estate and trust planning

e Oversight of family entities, family investments, foundations / trusts / GRATS

e Overseeing and managing all bill pay duties

e Facilitate and manage resource planning across all functions

e Develop and manage the preparation of consolidated reports for all assigned
initiatives, including how they connect and/or where inter-dependencies exist

e Communicates with physicians and Administrator as required on daily
activities affecting patient scheduling, registration, and insurance verification,
as determined through facility processes

Qualifications for director, office



Broad cultural awareness and a passion for working with & developing
employees

Wide network and credibility, internally & externally, in the engagement
space

Manages (through influence) internal relationships and serves as senior liaison
on behalf of the Dean's Office partnership for projects and high-profile
events

Associates degree in business related field required

CPAT certification preferred

Drives pace of integration



