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VOLUNTEER JOB DESCRIPTION

CLINIC MANAGER
POSITION SUMMARY:

The Clinic Manager is responsible for representing the free clinic and Free Clinics of Iowa to colleagues, volunteers and the community.  Works with the Clive Community Services Executive Director and Medical Director to develop a strategic plan for the free clinic and ensures implementation of action plan to fulfill goals and objectives.    

EDUCATION:

Administration Only:  no minimum level of education required.

EXPERIENCE:

Experience and interest in serving the under/uninsured population within the State of Iowa.

PRIMARY DUTIES & RESPONSIBILITIES:

Operations:

· Ensure all medical records are maintained according to clinical standards.

· Ensure that all regulations and procedures are followed as prescribed by FCI Central Office and other governing bodies, including CCS Board of Directors.

· Complete and submit all operational reports as required by FCI Central Office.
· Complete and submit monthly reports to CCS Executive Director.
· Inform FCI Central Office of any changes in scope of services provided, as coordinated with CCS.
· Attend periodic Clinic Managers meetings and respond in a timely manner to correspondence from the FCI Central Office.

· Attend periodic meetings with CCS Executive Director to discuss clinic operations and respond in a timely manner to correspondence from CCS ED or Board of Directors.
Inventories:
· Maintain adequate inventory of medical and office supplies.

· If clinic participates in Iowa’s Vaccines for Children (VFC) Program, maintain adequate inventory of vaccines and work directly with the VFC to assure program compliance.

Volunteers:
· Recruit, train, assign and supervise volunteers to most efficiently operate the clinic.
· Schedule medical and non-medical staffing.

· Supervise staff to ensure quality of services.

· Collect volunteer profile/application from each volunteer and work with the FCI Central Office to complete background checks and malpractice insurance verification processes.  
· Maintain current listing of all clinic volunteers and reconcile list against the FCI Central Office volunteer database upon request.
· Ensure that all volunteers have been tested for Tuberculosis (TB) within the past 12 months.  Schedule TB test to be given to staff annually at no charge.

Financials:

· Maintain detailed records regarding clinic income and expenditures, in coordination with CCS Executive Director.  Submit required quarterly financial reports to FCI Central Office (if clinic operates under FCI’s 501c3).

· Assure receipts and thank you’s are sent in reply to clinic donations, in coordination with CCS Executive Director and Correspondence volunteer. 

· Authorize all expenditures relating to funds controlled by the local clinic, in coordination with CCS Executive Director. Submit all expenditures to ED for payment.
· Oversee management of the clinic’s bank account and cash donations, in coordination with CCS Executive Director.

· Raise necessary financial support for ongoing clinic operations, in coordination with CCS fundraising committee.
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