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	Job Title: 
	Manager of Business Operations
	Job Status: 
	Exempt

	Reports To: 
	CEO
	Pay Grade: 
	

	Department:
	Administration
	Department Code:
	

	Location:
	Fresno
	


JOB SUMMARY
The MBO manages and directs the Coordinators of the Business Services (billing, collections, clerical, coding, and data processing staff), Patient Services, and Scheduling Departments. Provides leadership and supervisory support.  Implements Policies and Procedures which support productive functioning of the department and implements and monitors department performance goals and objectives.  As a member of the Management Team, the MBO maintains good interdepartmental communication organization-wide.
ESSENTIAL ACCOUNTABILITIES (other duties may be assigned)

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

· All employees of EYE-Q shall provide exemplary care to our patients, demonstrate respect and dignity toward all members of the EYE-Q community, honor our patients right to privacy, comply with all applicable laws, avoid conflicts of Interest and conduct all business practices with honesty and integrity.
· Adheres to all company policies and procedures. 

· Fosters and contributes to a company culture consistent with the organizations value. 

· Reliable, consistent attendance is a requirement and essential function of all positions at Eye-Q. 
· Directs and/or assists Coordinators with personnel actions including selecting new employees, conducting performance evaluations, recommending salary increases, providing counseling on disciplinary problems and recommending corrective actions in order to maintain effective staffing and production levels.

· Oversees timekeeping for the department such as making corrections and approving time cards for payroll and reviewing time-off requests in conjunction with overall department staffing.

· Oversight of staff assignments, overall productivity, quality assurance, breaks and lunches, and overtime.

· Acts as a resource for staff questions and concerns.

· Directs and/or assists Coordinators with performing staff training needs assessments, new hire training, annual mandatory training/competencies, and encourages staff continuing education and growth. 

· Participates with Coordinators to perform quarterly and/or annual staff performance evaluations, as directed by the Company.
· Adheres to, and ensures that Team adheres to HIPAA regulations and California Privacy / Security laws and wage and hour laws.

· Develops budget and monitors monthly overtime, utilization, and inventory reports if applicable.
· Manages access control and Vendor Business Associate Agreements for the departments.
· Ensures the smooth functioning of daily business operations including ongoing communication with providers as to staffing changes, schedule requests, patient needs, resource availability (equipment available or not available).  

· Oversight of supply ordering and par levels of items used in the departments. 

· Maintenance of a safe work environment; reporting maintenance issues and equipment issues to proper persons if needed.
· Assure staff adherence to all policies and procedures for the office and the department.  Provide coaching and corrective action when appropriate.  

· Notify HR immediately of any claims of sexual harassment, favoritism, hostile workplace etc.  

· Available to provide coverage for emergent/urgent situations 

· Attend department and leadership meetings.
· Adhere to all company policies and procedures. 
· Works with the Coordinators in all matters affecting the department productivity and performance.

· Handles escalated issue accounts as necessary to maintain good public relations and to ensure maximum collectability. 

· Ensures regular monitoring of third party reimbursement changes, denials and appeals, unbilled revenue, uncollectible balances, credit balances, and medical record issues. 
· Point of contact for all external audit requests of documentation and billing practices.  Coordinates annual external audit performance.

· Manages any outside contractors or consultants required for any services within the departments.

· Directs and oversees performance improvement activities throughout the departments.

· Maintains payer contract rates, communicates changes to staff.

· Creates annual Bell Curve analyses, reports concerns to Administration.
· Oversees creation and communication of department goals to staff. 

· Timely and accurate completion and understanding of periodic required reports.  
· Direct Coordinators to compile and report daily/monthly/quarterly statistics and departmental audits.
· Ensure that appropriate collections agency resources are utilized and monitored; approves all accounts prior to forwarding to the assigned agency. 

· Maintains sufficient familiarity with all systems to identify problems and potential problems, initiate appropriate corrective action, provide staff training, and generate necessary reports. 

· Ensures maintenance of proper paperwork and approvals including: Administrative Adjustment logs, Bad Debt write-off approvals, refunds, denials and appeals, records requests, certifications and financial arrangements. 

· Is a supportive member of management and regularly communicates problems and needs to management. 

· Displays leadership by taking responsibility for actions and supporting EYE-Q initiatives and policies toward Company goals.

· Works effectively to resolve employee conflicts.
· Collaborate with Coordinators to continually improve workflow processes, customer service, and patient and employee satisfaction.
· Promotes enthusiasm, dedication, motivation and productivity within the departments.

· Sets a high example of high standards of personal appearance, courtesy, customer service, and professionalism at all times.

· Other duties as assigned. 

MINIMUM KNOWLEDGE AND SKILL REQUIREMENTS

KNOWLEDGE OF:

· Knowledge of basic bookkeeping principles and office management systems and procedures
· Working knowledge of office equipment
SKILLS IN:

· Strong communication and interpersonal skills.

· Ability to work as a team player and lead by example. 

· Ability to plan, prioritize and complete tasks and deal effectively with changing priorities.

· Ability to create an atmosphere that encourages staff motivation and productivity.

· Ability to use or learn computer programs such as Microsoft Excel, internet, e-mail, and NextGen.

· Ability to read and comprehend simple instructions, short correspondence, and memos.  Ability to write correspondence.  Ability to effectively present information in one-on-one and small group situations to customers, clients, and other employees of the organization.

· Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common fractions, and decimals.  Ability to compute rate, ratio, and percent and to draw and interpret bar graphs.

· Ability to solve practical problems and deal with variety of concrete variables in situations where only limited standardization exists.  Ability to interpret a variety of instructions furnished in written, oral, diagram, or schedule form.

· Electronic data entry. 

· Use of computers and calculators. 

· Record-keeping and basic accounting. 

· Extensive use of computer terminals and monitors. 
· Ability to manage stress and remain composed in a fast paced, high stress environment.

· Ability to concentrate, retain information and remained focused throughout the work day.

· Ability to hear in person and over the phone if various settings.

EXPERIENCE AND EDUCATION


MINIMUM REQUIRED:

· High school diploma or general education degree (GED); three years related experience and/or technical school training; or equivalent combination of education and experience.

PREFERRED:

· Bachelor’s degree from four-year college or university; or one to two years’ related experience and/or training; or equivalent combination of education and experience.

LICENSES/CERTIFICATIONS

MINIMUM REQUIRED:

· None
PREFERRED:

· None
SUPERVISORY RESPONSIBILITIES

Under the direction of the Manager of Business Operations.  Supervises Billing, Authorizing, Verifications, Coders and Custodian of Medical Records. 

PHYSICAL REQUIREMENTS/WORK ENVIRONMENT

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Employee must possess manual dexterity for typing on the computer keyboard, vision required to view computer monitor, read number and printed material, mobility sufficient to reach lift and transport file and other work material to work areas and ability to sit for long periods of time.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is regularly required to sit; use hands to finger, handle or feel, and talk or hear.  The employee frequently is required to walk and reach with hands and arms.

	
	Occasionally (<25%)
	Regularly (25%-50%)
	Frequently (>50%)

	Sitting
	
	
	X

	Standing
	X
	
	

	Walking
	X
	
	

	Climbing
	X
	
	

	Reaching
	X
	
	

	Bending/Twisting
	X
	
	

	Kneeling/Squatting
	X
	
	

	Crawling
	n/a
	
	


WEIGHT REQUIREMENTS

	
	Lifting
	Carrying
	Pushing/Pulling

	< 10 lbs.
	O
	O
	O

	11-25 lbs.
	
	
	

	26-50 lbs.
	
	
	

	51-75 lbs.
	
	
	

	> 100 lbs.
	
	
	


(N) Never = 0% of time


(O) Occasionally = less than 25% of time

(R) Regularly = 25%-50% of time

(F) Frequently = greater than 50% of time

ENVIRONMENTAL CONDITIONS

	Significant Exposure to:
	Yes/No

	Hazardous Equipment
	No

	Dust
	No

	Fumes
	No

	Noise
	No

	Extreme Heat/Cold
	No

	Heights
	No

	Chemicals
	No

	Hospital Waste/Sewage
	No


SPECIAL NEEDS

	Motion:
	Left/Right/Both/NA

	Power Hand Usage
	

	Repetitive Hand Motion
	Yes

	Power Foot Usage
	

	Repetitive Foot Motion
	


EMPLOYEE ACKNOWLEDGMENT

I have received a copy of the position description and have read and understand the contents. I understand this job description is not intended to be an exhaustive list of all duties performed; therefore, its contact does not restrict management’s right to assign additional duties and responsibilities. 

Employee Name (Please Print)













Employee Signature
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