Area of responsibility

Improvement
needed

Satisfactory

Exceeds
expectations

Acts as a liaison among doctor(s) and staff supervisors for
routine matters such as schedule changes, policies and
procedures, special projects, etc.

Acts as a liaison among doctor(s) and patients, colleagues and
the public.

Handles problems prior to consulting with the doctor.

Initiates policy (with owner’s approval) and distributes to
staff with justification.

Evaluates policies in place, and creates improvements for
those that do not work.

Meets annually with the owner to summarize the past year
and anticipate the next.

Meets regularly with owner to set monthly production goals,
plan budgets and adjust office systems appropriately.

Monitors goals to ensure that the office is viable, prosperous
and expanding.

Records production graphs, and ensures that they are posted.

Ensures and encourages effective communication between
staff and doctor(s).

Hires or dismisses staff (with owner’s approval).

Maintains all personnel files and staff schedules to meet
practice needs.

Conducts staff meetings in conjunction with doctor.

Conducts job performance reviews in conjunction with
doctor(s) and supervisors.

Develops training programs to continually upgrade the
knowledge of the staff.

Establishes staff bonus systems in conjunction with the
doctor(s).

Ensures that each staff member has a full job description and
policy manual, understands and follows job descriptions and
policies, and administers appropriate correction and
commendation as appropriate.

Educates the staff in practice goals and standards.

Ensures that, in absence of a staff member, the position is
covered appropriately.

Records daily statistics and compiles weekly and monthly
statistics.

Educates clients whenever possible and appropriate and
ensures that all staff members are providing effective and
appropriate client education.




Assures that new patient procedures and reactivation
procedures are followed.

Responsible for smooth and efficient flow of clients and
patients. Handles any situation that may be retarding efficient
flow.

Supervises staff and bookkeeper for accurate balancing of all
office transactions (patient accounts, payroll, checkbook,
daily/monthly bookkeeping, petty cash).

Supervises bookkeeper to assure that the payroll is timely
and accurate.

Ensures that staff and doctor(s) are informed of all staff
meetings, seminars, job performance reviews, holiday
schedules, etc.

Responsible for travel arrangements, accommodations and
registration for seminars, meetings, etc., that doctor(s)
and/or staff will be attending.

Ensures that hospital is kept clean by establishing standards
and area checklists.

Assures that checklists are completed in a timely and effective
manner.

Ensures compliance with state regulations and OSHA
requirements.
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