Job Action Sheet

Clinic Manager

Level 3 (Non-licensed)

Clinic Manager

Site: 


Position Assigned To:


Job Shift(s):


You Report To: Head of Operations

Mission:
Will serve as the emergency clinic lead person and has ultimate responsibility for all clinic operations and inquiries.  Will be responsible for making all clinic operational decisions, overseeing staff, and ensuring the clinic workflow is running efficiently.

Oversees: Lead Medical Manager, Lead Education & Special Needs Manager, Security, Supply Manager, Lead Clerical Manager.

Qualifications:


__ Non-medical 


__ Good organizational skills and management experience 


__ Required training, required vaccine/prophylaxis


__ Able to stand and walk for extended periods of time


__ Familiar with all functions/job roles within the site

Possible Candidates for this position:


__ MRC Level 3

__ SCHA Designated Staff
Equipment:


__ Cell phone and contact numbers


__ Radio Communication


__ Vest/ID Badge

__ Whistle

__ Loud Speaker (if available)

__ Roster of clinic staff
Contact Information

	Name
	Office Phone
	Cell Phone

	Operations Officer


	
	

	Lead Medical Manager


	
	

	Lead Education & Special Needs Manager


	
	

	Security


	
	

	Supply Manager


	
	

	Lead Clerical Manager


	
	


Initial Action:

__ Put on ID badge and vest/uniform shirt.


__ Arrive at assigned site when notified and check in with Operations Officer.


__ Read this entire Job Action Sheet.


__ Obtain orientation and familiarize yourself with all clinic areas.


__ Review job tasks of all staff.


__ Meet with staff and review roles prior to start time.


__ Review response plan with Security Staff, Greeter and Exit Worker in anticipation of any security problems.


__ Confirm with Supply Manager prior to start time that all equipment and supplies are on on-site and facility is ready.


__ Confirm prior to start time that staffing is adequate.


__ Provide access list (staff roster) to clinic Greeter.


__ Maintain contact with clinic Public Information Liaison to refer all media inquiries.


__ Maintain contact with Operations Officer on clinic progress at minimum each hour.

Primary Duties


__ Ensure all stations are equipped and ready for operation.


__ Monitor clinic flow and identify / eliminate problem areas.


__ Assign the Clinic Flow staff to the critical flow areas of the clinic operation and adjust as necessary.


__ Maintain constant communication with Lead Managers to determine ongoing operations of the site.


__ Deal with issues brought forth by other staff.

__ Refer distressed, upset and anxious clients to the counseling and support area.

__ Refer media inquiries to Public Information Liaison.


__ Respond to security concerns in coordination with Security staff as appropriate.

Deactivation Phase


__ Supervise clean-up of the clinic.


__ Check with Supply Manager to assess supply needs.


__ Check with Security on the status of the facility’s security, and ensure that prophylactic medicines and vaccines are securely stored.

__ Assist with the tear down and clean up of the area.


__ Check out with Operations Officer.


__ Identify issues for debriefing report.

__ Participate in debriefing sessions at shift change or close of clinic.
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