POSITION TITLE:   Clinical Services Manager   

CLASS CODE:                    

POSITION SUMMARY 

The Clinic Services Manager works under the supervision of the Outpatient Services Director and is responsible for the assessment, planning and implementation of clinic activity.
STANDARD DUTY AREAS
40%  Administrative:  A) Demonstrates effective analytical abilities to identify clinic needs that require intervention and/or revision.  Serves as liaison with director and administration exchanging information and identifying problems or needs related to clinical activity.  Maintains awareness of clinic status and potential problems by functioning as a working supervisor.  Supervises and implements Quality Assurance studies, provides reports to appropriate personnel, analyzes and identifies critical factors of patient care to facilitate enhancement of the quality of patient care offered.  Demonstrates cost conscious awareness by comparing and analyzing clinic expenditures monthly against the general ledger and effectively utilizing staff, space, and supplies within budgetary restraints.  Assumes responsibility for successfully fulfilling the standards of licensing and crediting agencies.  B) Plans measurable clinic related goals and objectives as guidelines for performance. Conducts annual needs assessments with staff.  Participates in formal development of maintenance, capital equipment and staff budgets.  Develops, interprets, and implements policies, guidelines, protocol, job descriptions, and performance appraisals and reviews annually.  Coordinates scheduling of leave time.  Submits documented plan for any physical plant renovation or repair as necessary.  Participates on ad hoc committees as required to develop plans related to clinic issues.  Maintains a current awareness of the abilities and limitations of each staff member.  Demonstrates good managerial judgment in assigning duties appropriate to each individual.  Demonstrates effective time management and delegation skills to accomplish clinic activity within work schedule restraints. C)Implements good managerial judgment by conducting all aspects of supervision in a fair, consistent, objective, and professional manner.  Maintains adequate staffing pattern adjusting assignments and coordination with other Clinic Managers as necessary.  Initiates purchase of new equipment and supplies.  Participates in daily clinic activity to coordinate clinic functions and facilitate problem solving.  Insures a safe working environment by reporting maintenance housekeeping and physical plant problems promptly.  Prepares statistical and narrative reports as requested.  
35%  Guest Relations/Communications:  Ensure each employee has knowledge of and complies with Guest Relations Guidelines, UAMS Code of Conduct and Outpatient Services specific policies, the Patient Rights and Responsibilities, and University Hospital Attendance Policy.  Serves as a role model for employees.  Evaluate compliance with standards through investigation and documentation of violation and/or communicated reports.  Takes appropriate corrective and/or communicates actions as indicated.

25%  Professional Development:  Actively participates in career growth.  Attends 100% mandatory in-services and 80% management meetings in accordance with Outpatient Services policy.  Serves as a consultant for new Clinic Managers.  Develops a plan for own learning needs to include 16 hours management related continuing education.  Participates in projects as assigned by the Director.

SUPERVISES/LEADS
Directly supervises: RNs I, II, III and clerical staff.
BUDGET RESPONSIBILITY 

Initiates purchase of new equipment and supplies.
MINIMUM QUALIFICATIONS 

Bachelor’s degree in Business Administration or related; plus 2 years managerial experience in health related setting. 
