SEEDS OF CHANGE FREE CLINIC, INC 
JOB DESCRIPTION 



Position Title:	Clinic Manager
Supervisor:		Director of Nursing, Medical Director
Classification:	Salaried Employee	
 


Position Summary: The Seeds of Change Free Clinic provides free medical, vision, dental and auditory care for recovering women who are struggling with substance use disorders and their children. The clinic manager is responsible for overseeing the administrative, business and operational aspects of the clinic in support of the clinical team and patient care delivery.  This role serves as a key liaison between patients, medical professionals and volunteers to ensure the effective and compassionate delivery of quality healthcare services.

Essential Functions

Clinic Administration

· Oversee daily operations: Oversee daily facility operations and maintain efficient patient flow to ensure a seamless experience for patients and staff.
· Maintain patient records: Ensure accurate and confidential documentation in compliance with HIPAA and other privacy regulations.
· Manage inventory: Monitor and order supplies and equipment. Maintain appropriate stock levels and keep them in good working order.
· Budget oversight: Develop and manage the clinic’s budget.  Handle billing oversight and control expenditures. Provide reports to directors as requested.
· Reporting: Organize records, monitor efficiency and generate reports on patient trends, clinic statistics as requested by the board of directors.

Volunteer and Staff Coordination

· Recruit and train: Assist with the recruitment, onboarding, and training of volunteers and employees across the various clinics.
· Manage schedules: Ensure appropriate coverage across the clinics for clinical and non-clinical volunteers and employees.
· Act as a liaison: Connect with volunteers, employees, providers and patients and implement business strategies to meet goals.Serve as a resource for volunteers and employees addressing questions, concerns and feedback.
· Provide leadership: Offer on-site leadership and support for the clinic team, ensuring a productive and positive work environment. 

Patient Care Coordination

· Manage patient flow: Implement strategies to optimize patient flow, minimize wait times, and improve overall efficiency.
· Answer inquiries: Respond to patient phone calls, greet visitors, and provide information about the clinic's services.
· Improve patient experience: Liaise with patients to ensure their needs are met and address any complaints or issues.

Compliance and Quality Assurance

· Ensure compliance: Maintain adherence to all local, state and federal laws and regulations; clinical, and safety protocols, including those from OSHA and HIPAA.
· Quality improvement: Lead initiatives to enhance the quality of patient care and identify areas for process improvement.

Education and Experience

            Bachelor degree in Business, Health and Administration or related field.
· Three to five years experience in healthcare or clinical setting.
· Requesting two references.
Skills

· Ability to exercise sound leadership and judgement.
· Excellent verbal and written communication skills to interact with diverse groups of people.
· Strong organizational, administrative, and time-management abilities.
· Proficiency in computer skills, including electronic health records (EHR) and ·Microsoft Office.
· A high degree of professionalism, dependability, and attention to detail.
· The ability to remain calm and react effectively in a fast-paced or in an emergency.
· Strong Business and financial acumen, project management, problem solving and customer service skills. 

Work Environment

Seeds of Change Free Clinic, Inc. is located at 1435 South Mickley Avenue, Suite A, Building 3, Indianapolis, IN 46241

Additional Position Information
This job description outlines the main duties associated with the position; however, it is not an all-inclusive list. 
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