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Job Description:  
 Operations Officer

Responsible To: 
Executive Director/CEO

Position Summary:  
Plans, direct, and coordinate the operations of Central Care Community Health Center.  Supervisory responsibilities under the supervision of CEO/President. Directly supervises all clinic staff

Qualifications:  

Bachelor degree in Business or Health Administration. Experience may be substituted for education.  Minimum of two years of administrative supervisory experience.  At least one year of medical office experience preferred.  Education and/or experience equivalent may be considered.

KNOWLEDGE AND ABILITIES: 

· Analyze problems, identify alternative solutions, project consequences of proposed actions, and implement recommendations in support of goals. 

· Communicate clearly and concisely, both orally and in writing. 

· Interact courteously and effectively with the public. 

· Deal effectively with difficult people. 

· Deal with sensitive and confidential matters or situations. 

· Plan and organize work to meet schedules and time lines. 

· Provide administrative and professional leadership and direction for department personnel. 

· Research, analyze, and evaluate new service delivery methods, procedures, and techniques. 

· Select, supervise, train, and evaluate staff. 

· Exercise good judgment, flexibility, creativity, and sensitivity in response to changing situations and needs. 

Establishes, maintains, and fosters positive and harmonious working relationships with those contacted in the course of work
Significant Duties and Functions 
1. Oversees daily clinic operations. Identifies, analyzes, and resolves work problems.

2. Assist in formulating policies

3. Managing daily Operations

4. Planning and overseeing the use of materials/supplies

5. Assist in the selection , training, motivation and evaluation of staff

6. Coordinate staff development

7. Implement discipline and termination procedure

8. Assign tasks, projects, and monitor assigned personnel

9. Work with staff to ensure quality service. 

10. Ensures adequate number of competent staff are appropriate to meet the patient needs, clinic productivity expectations and to maximize clinic flows.

11. Involved in planning, implementing and evaluating services.
12. Provides staff support and input to the Community Advisory Committee.

13. Analyzes and recommends changes in organizational systems, policies and procedures to ensure patient satisfaction, clinic flow and maximum productivity.

14. Serves as primary point of contact for patient satisfaction issues. Works to resolve issues.

15. Conducts credentialing review of all providers, including locums. Coordinates contracts for all providers. Processes time sheets and check requests for locums.

16. Participates in CCCHC’s Quality Assurance/Performance Improvement programs.

17. Ensures that the clinic is in compliance with federal and state regulations.(HIPAA, OSHA, CLIA, Medicare, Medicaid, Joint Commission)

18. Conducts clinic staff meetings.

19. Participates in professional development activities to keep current with trends and practices in health care management, Community Health Center and I.H.S. requirements.

20. Maintains strict confidentiality of patient information.

21. Other duties as assigned.

.

_____________________________________________________

Employee Signature 



Date
______________________________________________________

Supervisor Signature 



Date
Date:  _______________________________





Approved by:  _________________________


		Chief Executive Officer








PAGE  
1 of 2

Operations Officer


