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J O B  D E S C R I P T I O N
BUSINESS ADMINISTRATOR
POSITION TITLE:
Business Manager
QUALIFICATIONS:
Education 




BS, MS or greater. 



Experience




Orthopaedic Rehabilitation.



Good verbal communication skills.



McKenzie A, B and C recommended.



FCE experience/certification recommended.




Comfortable in working directly with people.



Licenses 




Physical Therapy. 

RESPONSIBILITIES:
Overall administration of all clinic business aspects, including staff, floor, front office staff and clinical providers. 
RESPONSIBLE TO:
Chief Operations Officer/Licensed Clinical rehabilitation providers
CLINIC DUTIES:

All duties to be performed under supervision of a licensed physical therapist provider.


Supervision of patients in conditioning programs via the ATC, PT Assistant, Exercise Physiologist and Aides.



Supervise clinic staff.



Supervise patient flow.



Assist in development and maintenance of patient education program.



Oversee and interact with physicians and nurse practitioners.



Perform physical therapy evaluations.



Proficiency in McKenzie A, B and C preferred.



Perform physical therapy treatment. 



Active rehabilitation model preferred, including significant strengthening. 



Clinical treatment protocols, assure that they are being followed. 



Patient progress and periodic evaluations. 


Resolve and maintain quality of care issues.




Treatment time.




Patient scheduling and patient flow issues.




Public relations.




Patient and referral source dilemmas as they arise.



Oversee staff time cards, including time off/overtime approval.


Implementation of employee training for both clinical and clerical staff.



Assist in development and maintenance of patient educational programs.



Repair and maintain all clinic equipment and floor space.



Oversee supply budgets for physical therapy, hand therapy and front office. 



Conduct monthly billing audits on specified codes.



Administration of billing and collections to within 10% of predictor. 


Periodically study EOB’s and billing/collection trends.

MARKETING:
Implement and direct the Spine & Sport marketing program.




Physicians.



Chiropractors.




Industrial, insurance company, attorneys.




Direct access to physical therapy.

PROFESSIONAL:
Schedule meetings as necessary with Chief Operations Officer and Administration to discuss progress and future goals.


Maintain current knowledge of professional related literature. 



Attend seminars as required (in-house and credentialing requirements).

PHYSICAL DEMANDS:
Requires full range of body motion, including handling and lifting patients. 



Requires prolonged standing, walking, frequent bending, stooping, stretching and lifting of 50-100 pounds with assistance as necessary.



Requires manual and finger dexterity and eye-hand coordination, as well as vision and hearing within normal range.



Requires proficiency in use of office machines such as telephone, typewriter, copier, appropriate medical equipment and gym equipment. 


Requires the ability to speak clearly and concisely. 

I have read and agree to the above job description. I understand that this is a summary of job tasks representative of my day-to-day job duties. However, I also understand that there will be other miscellaneous duties that may be assigned by my supervisor which are too numerous to detail but fall within the standards of my job description. 

______________________________

______________________
Signature



Date
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