Gastroenterology Associates, PA

Job Description

Job Title:
Director of Clinical Services

Reports to:
Executive Director 

FLSA Status: 
Exempt

Last Updated: October 07, 2021

Summary:

Respond to the direction of the physicians in the development and management of the policies and procedures used in the delivery of care for the patients served by the practice.  Manage the staff responsible for the execution of those policies.  Provide professional leadership in all aspects of job duties.
Essential Duties and Responsibilities

Staffing and Personnel:
· Review and approve weekly (nursing/scheduling/medical records) schedules that have been developed by section leaders.  Assure appropriate and fair staffing for all locations.

· Monitor and approve the process for staff requesting time off.  Confirm who the requests are submitted to for approval.  
· Manage and approve the process for staffing schedule changes and assure the plan for re-staffing due to sick calls, etc.

· Troubleshoot staff related issues and develop corrective response.
· Review staff progress in their training/development and schedule continuing education sessions in accordance with their needs as well as the department.

· Coordinate the completion of employee 90-day and annual evaluations.
· Coordinate interviews and the onboarding process.
· Work with HR department to complete and follow rules for Managers for the Clinical Department.

· Ensure all medical records and other care-related documentation are up-to-date by overseeing the medical records department.

· Oversee the departments compliance with legal guidelines, polices and quality standards.  Ensuring HIPAA guidelines are consistently followed and addressed as needed. 

Patient Care/Coordination of Offices:
· Assure all offices are appropriately staffed and running effectively and efficiently.
· Make rounds throughout the day to check on patient flow, assuring patients are being roomed and seen in an efficient manner.

· Effectively communicate with providers and staff on status of the day and adjust schedules as needed.

· Troubleshoot patient complaints and resolve necessary issues to ensure high quality care is provided at all times. 
· Troubleshoot provider issues, communicate and work towards a plan for resolution.

· Assure EHR tasks are being completed and maintained by frequently doing audits and running reports.
· Perform process improvement assessments/audits and help identify interventions that will result in improvements.  For example, patient wait times, work flow in the office, and phone triage processes.
· Assist in the coordination and implementation of new services and new or revised programs in the clinical area i.e., new EHR initiatives, CE, H-Pylori testing.
· Participate and initiate the development of standards of care for GI patient populations i.e., protocols, policies and procedures.

Staff Development:
· Assess the learning needs of the staff based on job description and responsibilities.
· Conduct and/or coordinate educational sessions for staff on GI disease processes, medications, computer topics, etc.
· Standardize a documentation methodology for phone calls.  For example:  DAR =Data (objective/subjective), Action and Response (pt response to action taken).
· Conduct an assessment and possible revision of the phone triage process assuring only those with proper skill level complete symptom-based calls.
· Provide a documented progression plan for staff for cross-training between linked departments.
Competencies

To be successful in this position, an individual should demonstrate the following competencies:

· Attendance/Punctuality - Is consistently at work on time; ensures work responsibilities are accounted for when absent; ensures all offices are staffed appropriately as it relates to check in/check out; arrives timely for meetings.

· Customer Service - Manages difficult employee/patient situations in a professional manner; responds efficiently to employee/patient needs; solicits feedback to improve services.
· Interpersonal Skills - Ability to solve conflict and work cohesively with all employees; maintains confidentiality; remains open minded and attempts new processes. 

· Oral Communication - Speaks clearly and persuasively in all situations; listens; responds honestly to questions; demonstrates the ability to lead team meetings. 

· Organizational Support - Follows policies and procedures; completes administrative tasks correctly and on time; supports organizational goals; understands our organizations SWOT (strengths, weaknesses, opportunities, threats).
· Professionalism - Approaches others in a tactful manner; reacts well under pressure; treats everyone with respect and consideration; accepts responsibility and holds oneself accountable; follows through on commitments.  

· Teamwork - Balances team and individual responsibilities; exhibits objectivity and openness to other viewpoints; provides and welcomes feedback; contributes to building a positive team atmosphere; Ability to build morale and have buy-in from staff to strive toward accomplishing goals. 

· Planning/Organizing - Prioritizes and plans work assignments; uses time effectively; sets goals and objectives; organizes and schedules staffs' assignments and tasks; implements realistic action plans. 

· Delegation-Delegates work assignments; Matches the responsibility to the person; Gives authority to work independently; Sets expectations and monitors delegated activities; Provides recognition for results. 

Qualifications 

To perform this position successfully, an individual must be able to perform each essential duty satisfactorily.  The requirements are representative of the knowledge, skill, and/or ability required.  

Requirements
· Bachelor’s degree in nursing required.  
· Medical practice management experience is required. 

· Excellent communication and leadership skills. 

· Aptitude for resolving issues and conflicts. 

· Ability to travel between 5 office locations. 
Computer Skills

Individual will learn NextGen software and must be proficient in Microsoft Office, including Word, Excel and PowerPoint. 

Physical Demand

Reasonable accommodations may be prepared to enable individuals with disabilities to perform the essential job functions.  While in this position, the employee is regularly required to sit, stand, walk, reach, use hands, handle items, talk and hear.  The employee will occasionally lift or move items up to 15 pounds.  

Benefits:

· 401(k) matching

· Group Life insurance 

· Health, Dental and Vision insurance

· Paid time off

· Employee Assistance Program

· Phone reimbursement stipend
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