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Our innovative and growing company is hiring for a medical office manager. Thank
you in advance for taking a look at the list of responsibilities and qualifications. We

look forward to reviewing your resume.

Responsibilities for medical office manager

o Oversees development and management of the capital and expense budgets

o Oversees the appropriate monthly/quarterly/annual reporting appropriate for
the client

e Oversees the maintenance and physical operations of the property through
the utilization of appropriate staff and contractors

e Recruit, Train and Mentor other reception team members

e Manage the uniformity of Front Office standards

 Sets team direction, resolves problems and provides guidance to clinic staff

 Supervise daily clinic operations and coordinate office work activities and
schedules

e Ensure efficient and responsive patient workflow systems are in place within
the office

» Ensure office space, supplies, equipment and assistance are provided and
maintained appropriately for medical staff and patient care

e Ensure compliance with departmental and organization policies and
procedures and participate on internal committees as required

Qualifications for medical office manager

Broad clinical background strongly preferred
Must have excellent communication skills and attention to detail

At least 2 years of related experience in clinical research

Experience with database management and financial management systems



e Familiarity with biomedical research funding agencies and proposal
submission portals (listed previously) and utilities — for example, NIH ASSIST



