Example Position Description
Practice Manager

Position Title: Practice Manager

Practice: Tweed Valley Medical Centre

Location: Tweed Valley

Reports to: Practice Principal

Hours: Full time, 38 hours/week

Conditions of Employment: Clerical and Administrative Employees (State) Award

Position Description:

The Practice Manager co-ordinates and maintains all the functional requirements of the medical practice including financial, clinical, patient services, marketing, personnel administration and computer systems.

Key Responsibilities:

· Work with management (Practice Principals) to develop and implement strategies for achievement of practice goals.
· Prepare and provide regular financial reports on business performance in relation to goals.
· Recruit suitable staff and manage and open and transparent recruitment process.
· Manage non-clinical practice staff and maintain a high level of performance and continuing professional improvement.
· Administer the payroll to ensure both employee and employer interests are protected,

tax/superannuation obligations are met and records are maintained.
· Review and improve practice/business systems to ensure smooth and efficient functioning,high quality services and continuous improvement.
· Maintain and control debtors, creditors and general ledger to ensure maximum profitability and cash flow and compliance with all taxation, record keeping and other statutory requirements.
· Prepare financial reports and taxation records and liaise with external accountant.
· Maintain computer hardware and software in conjunction with suppliers.
· Prepare recommendations and arrange finance for purchase of capital equipment.
· Maintain awareness of current and new legislation to ensure business is complying with all statutory and regulatory obligations including industrial and employment laws, OHS requirements, privacy obligations and taxation responsibilities.

Selection Criteria:

Essential

Demonstrated business management skills including financial, human resource and

performance planning and management.
Demonstrated organisational skills to:

· undertake multiple tasks;

· work with limited direction and supervision;

· prioritise work;

· take initiative;

· demonstrate flexibility; and work under pressure/meet deadlines 
· High level of written communication skills including ability write procedures and guidelines; and prepare correspondence for patients and referring doctors.
· Excellent verbal communication skills with the ability to deal with complaints.

· Demonstrated ability to maintain absolute confidentiality regarding patient and practice information.

Desirable

· Knowledge of Medical Director/PracSoft software and the Microsoft Office environment.

· Accredited training in business or medical practice management/ knowledge of medical terminology

· Training and/or experience in management of emergencies, handling complaints, Medicare and health funds.

· Knowledge of medical/billing software, Medicare and medical equipment.

· Knowledge of the Medical Benefits Schedule.

· CPR/Triage training and/or experience.

· Understanding of basic infection control and the safe handling and disposal of medical waste.
Application Details:

· All essential and desirable criteria must be addressed when applying.

· A current resume must be included with this application.

· The names of two recent, contactable referees must be provided.

· Please send applications by fax, email or post to:

The Practice Principal

Tweed Valley Medical Centre

PO Box 000

MURWILLUMBAH NSW 2484

Fax: 02 6672 xxxx

Email: x@xx.org.au

Closing date for applications is 5pm Friday 13 July 2007.
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