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Home Healthcare - Office Manager
Company Name: [INSERT COMPANY NAME HERE]
Department: Office
Reports to: Administrator
Location: [INSERT LOCATION HERE]
1. Position Summary
We're looking for an Office Manager to run one of our branch offices. You'll lead the Scheduler, Intake Coordinator, and Client Care Coordinator, keep records, phones, and supplies in order, chase signed physician orders, and get timesheets and mileage right for payroll, so clinicians and caregivers in the field get what they need from the office.
2. Essential Duties and Responsibilities
1. Supervise office staff, set their priorities, and cover their work when someone is out.
1. Track unsigned physician orders and plans of care, and follow up with physician offices until they come back signed.
1. Keep patient and personnel records complete, filed, and protected under HIPAA.
1. Collect timesheets, visit records, and mileage logs for payroll, and fix errors before payroll closes.
1. Order and track supplies such as gloves, masks, wound supplies, and blood pressure cuffs.
1. Run the phones, fax, after-hours answering service, and on-call schedule.
1. Prepare the office for state surveys and audits with the Administrator.
3. Key Tasks / Daily Activities
1. Check phones, faxes, and the shared inbox for orders, referrals, and messages, and route them.
1. Meet with the Scheduler and Intake Coordinator on the day's admissions and staffing gaps.
1. Work the unsigned orders list and call physician offices.
1. Welcome visitors, staff picking up supplies, and new hires coming in for orientation.
4. Key Performance Indicators (KPIs)
1. Unsigned orders past policy: [your target].
1. Payroll errors from timesheets and mileage: [your target].
1. Patient records complete at audit: [your target].
1. Office staff turnover: [your target].
5. Required Qualifications and Skills
1. High school diploma or equivalent; an associate degree or higher is a plus.
1. [3+] years of office management or medical office experience, with [1+] years supervising staff.
1. Comfortable with EMR, scheduling, and payroll systems, and with spreadsheets.
1. Knows HIPAA and how it applies to faxes, records, and phone calls.
1. Tracks many deadlines at once and follows up until each one is closed.
6. Preferred Experience
1. Home health, home care, or hospice office experience.
1. Has helped prepare for a state survey or accreditation visit.
1. Has supervised schedulers or intake staff.
7. Physical Requirements
1. Sitting at a desk for long periods, with time on your feet greeting visitors and handing out supplies.
1. Lifting supply boxes up to [25] pounds.
1. With or without reasonable accommodation.
8. Work Environment and Schedule
1. Office-based in [branch city], where staff, visitors, and new hires come in.
1. Regular hours: [Monday through Friday], with extra hours before payroll and surveys.
1. Occasional travel to other branches.
9. Compensation and Benefits
1. Pay: [range and hourly or salary basis].
1. Additional pay: [overtime, bonus or incentive terms, or none].
1. Benefits: [health, dental, vision, retirement, paid time off, and when they start].
10. Company Culture and Overview
1. [Two or three sentences on what your company does, the area you serve, and the support a new office manager gets in the first 90 days.]
11. How to Apply
[Apply link or email]. Our process: [phone interview, in-person interview, and next steps]. Contact [hiring contact] if you need an accommodation during the application process.
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