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Personnel

7.1

Determining Saffing Requirements

Leaming objectives

I Outline considerations for delegating tasks.
I Prepare job descriptions.

I Review the role and qualifications of a good office manager.

Delegation of Taks

"Work expands to fill the fime available for its compl

produdive
activities and can stunt practice : icians ddegate tasks to
many employees so th work time onincome-produang
activities. Inareasing emp increases practice overhead and
complexity.
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7.2 Personnel

Staffing a Small Practice

Solo Function Typical Staffing
physician
Total staff Reception/cashier ¥ 1.0to 1.5 employees
gpécglly R ¥ May share patient accounting tasks.
employees
Clinical assistance ¥ 1.0 to 2.0 employees
¥ May be medical assistant, nurse, or practitioner.
Patient accounting ¥ 1.0to 1.5 employee
¥ Includes coordinating managed care plans.
Office management | ¥ Any of above employees may do management
tasks.
¥ Typically less than 20% of time.
Additional Function Typical Saffing
physician
Typically Reception/cashier ¥ Add about .5 to 1.0 employee
add 2.0 to
4.0
employees
Clinical assistance ¥ Add .5 to 2.0 employee
Patient accounting ¥ Add 1.0 employee
Office management | ¥ An additional 5% to 10% of an employee's
time to do management tasks.

atttme employessif thereis notenoughwork for full-time
eworkload isuneven. Also, consider job-sharing in which
ployees share onefull-time postion. Many skilled people do
not want k full time. What@ more, paying part-time wages and reduced
bendfits be a significant savingsto you. See your accountant for details
and legd requirements.

employeesori
two pat-time
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Personnel

7.3

Jdb Descriptions

Job descriptionshdp you and your employees focusonther roles. Develop a
job description for each postionin your practice.

Themajor components of ajob description are:
I Jobtitle
I Job summary (oneor two sentences)

I Supevisor or supavisory responsbilities
(Each employee should have only one t supevi

I Qudifications

¥ Education

¥ Skills

¥ Previousexpeience

I Jobduties
Begin each statement of t i ifi swith an active,
third-person, present-t as answers, prepares, schedules. Be
brief and clear. Provid I necessary but do not describe

specific procedures.

eekly,'mo
tal workloag d bedistributed evenly amongthe staff.

because it isnotin hisor he job description, indude "Other duties as
assigned" asth@last job duty. As an employer, you cannotask employeesto
dotasks eillegd or dangeaousto themselves or othes.

TheJob Description Template and Typical Medical Office Job Duties
Checklist at the end of this chgpter will hdp you get started.
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7.4 Personnel

Sanple Job Description

Db title
Receptionist

Jbb summary
Schedules appointments and answers telephones for the practice.

Supervised by
Office manager.

Qualifications
1. One year experience as receptionist in a medical office or similar job.

2. Ability to deal with people in person on the telephone in a friendly,
effective manner.

3. Well organized.

4. High school graduate. Additional vocational training or college
coursesa plus.

5. Nonsmoker in the office.
Jbb duties

1. Answer the telephone within three rings, direct calls, and take
messages.

2. Sign in and out to answering service to obtain messages at the
beginning and end of office hours.

3. Schedule patients' appointments using the practice® computer
system.

4. Prepare appointment recall and reminder notices using the practice@®
computer system.

5. Greet and check in patients as they arrive for appointments.

6. Obtain patients' demographic and insurance information using the
practice® computer system. Verify and update at each visit.

7. Other duties as assigned.
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