Example of Medical Administrator Job Description
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Our growing company is looking to fill the role of medical administrator. We
appreciate you taking the time to review the list of qualifications and to apply for
the position. If you don't fill all of the qualifications, you may still be considered
depending on your level of experience.

Responsibilities for medical administrator

e Typing letters

e Postal admin and scanning

e Booking medical appointments and answering the phone and responding to
queries (from both internal and external customers)

e Process STD payroll involving multiple payroll processes

e Coordinate STD payments with payments received through Workers'
Compensation, Pensions, Social Security, or other benefit plans

e Provide appropriate documentation to FMLA administrator and ADA review
team to ensure

e Accurately and timely process and review clinical information

e Ensure compliance with applicable policies, standards, and legislation as
directed by Team Leaders and Senior Management

e Directs and coordinates all financial activities for the Divisions to include
development and maintenance of annual budget (state funding, grants
funding, clinical trials, sharing agreements, and clinical income)

» Responsible for all financial procedures and records

Qualifications for medical administrator
o Server/Networking experience (1+ year)

e Maintain and manage four Severity 1 systems
e Provide 24-hour support 7 days a week for MDI systems



e Upgrade Central and Overview hardware to implement dual monitor

configurations to support unit growth
e Work closely with Clinical units to review, assess, obtain leadership approval,

and implement patient monitor configuration modifications



