POSITION TITLE:  ASSOC. ADMINISTRATOR, 

PATIENT CARE
CLASS CODE:  
POSITION PURPOSE:

Position is principle business administrator of a major department, responsible for financial, personnel, planning, and operational activities.

DUTIES AND RESPONSIBILITIES:

Position provides leadership for the department’s medical center based medical services and practices programs.  Oversees the development of physician services and technical services fee schedules, development of total department and intra departmental operating budgets, and establishment and maintenance of information systems necessary to support the multiple needs of major departments.  Responsible for negotiating third party reimbursement rates and management of grant and contract funded programs.

QUALIFICATIONS:

Position requires a baccalaureate degree in business Administration, Finance, Accounting, or in a directly related field and five years of progressively more responsible experience in organizational management.  A master’s degree is preferred.  Experience in health care billing is very desirable.

