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 IHA Urgent Care Domino's Farms · Administration UC-DFADMIN
 Full Time
 40
 Req #: 9145
POSITION DESCRIPTION:
Responsible for overseeing the Radiology Technologists, Sonographers, Medical Assistants and Medical Recep on staﬀ as well
as other speciﬁed areas of the oﬃce in collabora on with Oﬃce and Nursing Leadership and the Prac ce Manager. This
includes accountability for eﬃcient pa ent/work ﬂow, customer sa sfac on, staﬀ sa sfac on, produc vity and achievement
of opera onal goals as deﬁned by prac ce leadership.
ESSENTIAL JOB FUNCTIONS:
1. Supervises day-to-day opera ons of assigned areas to ensure eﬃcient, ﬁscally responsible and customer responsive
procedures and opera ons.

2. Assists with recruitment, hiring, orienta on, training and coaching of assigned staﬀ, in accordance with IHA service and
human resource guidelines. Eﬀec vely organizes training materials for new employees, maintaining the most recent
version.

3. Ensures eﬃcient and eﬀec ve scheduling for assigned staﬀ and maintains Time & A endance program; coordina ng
mekeeping and me oﬀ requests. Fills in as Medical Assistant and/or Medical Recep onist when needed.

4. Directly enters medica on, laboratory, and radiology orders into the electronic medical record per state, local and
professional guidelines.

5. Evaluates the performance of assigned staﬀ, recommends merit increases, promo ons and disciplinary ac ons, in
accordance with IHA human resource and service guidelines. Maintains teamwork environment and a high level of
employee morale.

6. Oversees tasks that op mize workﬂow; provides sugges ons to con nually improve processes and the customer
experience.

7. Communicates thoroughly and promptly with oﬃce leadership, providers, triage and staﬀ regarding all issues
impac ng day-to-day opera ons; develops clinical protocols as needed to ensure compliance with federal regula ons.

8. Implements inventory control system related to clerical and clinical supplies and immuniza ons/medica ons.
9. Manages the immuniza on and VFC vaccine program and coverage of PAQ when needed.
10. Manages clerical and clinical audits, internal and external, for the oﬃce.
11. A ends monthly Recep on Leadership mee ngs, provides updates to staﬀ and leadership through regularly scheduled
staﬀ mee ngs.

12. A ends required internal and external mee ngs, performs other administra ve support tasks, and assists in the
development and oversight of the oﬃce budget.

13. Supports other oﬃces, a ends required mee ngs and training, and par cipates in commi ees as requested.
14. Performs other du es and par cipates in commi ees as assigned.
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ORGANIZATIONAL EXPECTATIONS:
1. Creates a posi ve, professional, service-oriented work environment for staﬀ, pa ents and family members by
suppor ng the IHA CARES mission and core values statement

2. Must be able to work eﬀec vely as a member of the clinical care team.
3. Successfully completes IHA's "The Customer" training and adheres to IHA's standard of promptly providing a high level
of service and respect to internal or external customers.

4. Maintains knowledge of and complies with IHA standards, policies and procedures, including IHA's Employee
Handbook.

5. Maintains complete knowledge of oﬃce services and in the use of all relevant oﬃce equipment, computer, and manual
systems

6. Maintains strict pa ent and employee conﬁden ality in compliance with IHA and HIPAA guidelines
7. Serves as a role model, by demonstra ng excep onal ability and willingness to take on new and addi onal
responsibili es. Embraces new ideas and respects cultural diﬀerences.

8. Uses resources eﬃciently.
9. If applicable, responsible for ongoing professional development – maintains appropriate licensure/cer ﬁca on and
con nuing educa on creden als, par cipates in available learning opportuni es.

MEASURED BY:
Performance that meets or exceeds IHA CARES Values expecta on as outlined in IHA Performance Review document, rela ve
to posi on.
ESSENTIAL QUALIFICATIONS:
EDUCATION: Associate's degree; High school graduate or equivalent with applicable college coursework or seminars in
management and supervision. Prefer Associate's or Bachelor's degree in relevant ﬁeld (Management, Healthcare
Administra on, etc.).
CREDENTIALS/LICENSURE: Valid CPR cer ﬁca on.
Cer ﬁca on as a Medical Assistant through one of the following cer fying agencies:
American Associa on of Medical Assistants (CMA)
American Medical Technologists (RMA)
Na onal Center for Competency Tes ng (NCMA)
Na onal Healthcareer Associa on (CCMA)
Na onal Associa on of Health Professionals (NRCMA)
Nurses must have valid, unrestricted LPN or RN license in the State of Michigan.
MINIMUM EXPERIENCE: 5 years' clinical experience with prior supervisory experience preferred
POSITION REQUIREMENTS (ABILITIES & SKILLS):
1. Knowledge of pa ent care procedures and organiza onal policies related to posi on responsibili es.

2. Proﬁcient/knowledgeable in medical terminology.
3. Ability to coordinate, direct and supervise the work of others.
4. Demonstrated ability to work independently with general oversight from the Prac ce Manager.
5. Proﬁciency in opera ng a standard desktop and Windows-based computer system, including but not limited to,
electronic medical records, email, e-learning, intranet and computer naviga on. Ability to use other so ware as
required while performing the essen al func ons of the job.

6. Excellent communica on skills in both wri en and verbal forms, including proper phone e que e.
7. Ability to work collabora vely in a team-oriented environment; courteous and friendly demeanor.
8. Ability to work eﬀec vely with various levels of organiza onal members and diverse popula ons including IHA staﬀ,
providers, pa ents, family members, insurance carriers, vendors and the general public.

9. Ability to cross-train in other areas of prac ce in order to achieve smooth ﬂow of all opera ons.
10. Good organiza onal and me management skills to eﬀec vely juggle mul ple priori es, me constraints and everhttps://pm.healthcaresource.com/CS/ihath/#/job/7144?source=Indeed
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changing medical situa ons.

11. Ability to exercise sound judgement and problem-solving skills.
12. Knowledge of the compliance aspects of clinical care and pa ent privacy and best prac ces in medical oﬃce
opera ons.

13. Ability to handle pa ent and organiza onal informa on in a conﬁden al manner.
14. Ability to work over me hours as scheduled.
15. Ability to travel to other oﬃce/prac ce sites and mee ng and training loca ons.
16. Successful comple on of IHA competency-based program within introductory and training period.
MINIMUM PHYSICAL EXPECTATIONS:
1. Physical ac vity that o en requires keyboarding, phone work and char ng.

2. Physical ac vity that o en requires me working on a computer.
3. Physical ac vity that o en requires li ing over 50 lbs.
4. Physical ac vity that o en requires handling and li ing pa ents, walking, bending, stooping, reaching, climbing,
kneeling and/or twis ng.

5. Physical ac vity that some mes requires li ing, pushing and/or pulling up to 100 lbs.
6. Speciﬁc vision abili es required include close vision, depth percep on, color vision, peripheral vision and the ability to
adjust and focus.

7. Manual dexterity suﬃcient to operate a keyboard, photocopier, telephone, calculator and other oﬃce equipment.
8. Must hear and speak well enough to conduct business over the telephone or face to face for long periods of me in
English.

MINIMUM ENVIRONMENTAL EXPECTATIONS:
This job operates in a medical facility and requires regular walking to various loca ons around the hospital/clinic. Employees
will be working where there is pa ent care equipment. Hazardous materials, including bloodborne pathogens and bodily ﬂuids
are also present. Exposure to sharps, x-rays, pa ents' condi ons and some unpleasant sights, smells and contagious diseases
are possible. This posi on requires signiﬁcant interac on with people (many of whom are scared, hurt and/or ill) which can be
stressful and result in compe ng priori es.
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