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Our innovative and growing company is looking to fill the role of medical
operations. 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 operations

» Supporting other projects, such as medical information requests, budget
planning, web portal, and audit activities

o Define, design and implement the IT business needs for field and corporate
office based Medical Affairs team while working closely with medical affairs
leaders, Information Technology (IT), and other key cross-functional
stakeholders

e Develop, design, and implement reporting metrics (qualitative and
quantitative) and dashboards that meet the business needs and objectives of
the Medical Affairs leadership team

e Lead strategic planning for Medical Affairs that includes capacity modeling,
operating reviews, department budgeting and operations

e Manage vendors, consultants and other third parties

e Lead department, project teams and related initiatives as appropriate

e Oversee the clinical administrative coordinator staff and review their
performance metrics

e Provide coaching and mentoring to staff members who are not meeting
production standards

e Conduct training sessions in order to educate the staff on new processes and
procedures

e Have 1-on-1 meetings with the staff and do quality audits of their work

Qualifications for medical operations



Knowledge and interest in medical services like insurance and health
conditions

Supervise reception and medical staff

Assist management with daily center operations to include development of
reception and medical staff, assessment and improvement of processes,
troubleshooting issues and managing donor flow

Knowledge of business operating procedures

A minimum of a Master degree in medical sciences or an equivalent



