Join our team!
Medical Practice Office Manager 

At [Clinic Name], our dedicated team plays a vital role in our patients' health-care journey. We are committed to providing an exceptional experience for every patient. If you thrive in a fast-paced environment, have a passion for leadership within a health-care environment, and enjoy collaborating in a team setting, we’d love to have you on board!

The Opportunity:
[Physician Name/Clinic Name], located in [city], NB, is seeking a [Part-Time/Full-Time] Medical Practice Office Manager to join their team.

This opportunity is meant for an individual who has experience working in a leadership role [Optional: within a health care setting]. If you are an [organized, resourceful, and dependable leader with excellent communication and interpersonal skills, and you are passionate about supporting teams, streamlining processes, and driving success through initiative and collaboration], this may be the perfect opportunity for you!	Comment by Jenica Cormier: Feel free to  modify based on what is important to you.

Key Responsibilities, as required/applicable:
Clinic Operations
· Oversee the day-to-day operations of the clinic to ensure efficient, high-quality patient care and service delivery.
· Support the effective use of clinic technologies and provide basic systems troubleshooting.
· Monitor clinic workflows, systems, and processes, identifying and implementing opportunities for enhanced patient access and operational improvement.
· Coordinate facility, vendor, equipment, inventory, and supply management activities.
· Support financial administration, including accounts payable/receivable, budgeting support, and expense tracking.
· Provide operational leadership and administrative support.
· Support clinic projects, policy implementation, and continuous quality improvement initiatives.

People Leadership & HR
· Oversee staff scheduling, vacation planning, payroll, benefits administration, and day-to-day staffing coverage.
· Foster a collaborative, respectful, and patient-centered workplace culture.
· Lead recruitment, onboarding, orientation, engagement, and offboarding activities.
· Support staff development, engagement, communication, and performance through effective onboarding, training, coaching, and performance management practices.
· Maintain HR documentation, policies, and job descriptions while ensuring compliance with applicable employment legislation and clinic policies.
· Facilitate staff meetings and support conflict resolution when required.

Quality, Compliance & Safety
· Promote a culture of continuous improvement, safety, accountability, and excellence.
· Lead and support quality improvement initiatives to enhance patient care, access, efficiency, and team performance.
· Monitor key performance indicators, operational risks, and compliance requirements, communicating issues and opportunities to clinic leadership.
· Ensure compliance with applicable legislation, privacy standards, workplace health and safety requirements, infection prevention and control practices, and clinic policies.
· Other related duties as assigned.

Experience/Education required:
· Minimum of 3-5 years of experience in a leadership, office management, or clinic operations role; health-care experience is considered a strong asset.
· Post-secondary education in business administration, health-care administration, human resources, office management, or a related field is preferred. Equivalent combinations of education, training, and experience may be considered.
· Demonstrated experience overseeing office operations, staff coordination, and administrative processes. 
· Experience with recruitment, onboarding, employee relations, and performance management is an asset.
· Proficiency with Electronic Medical Records (EMRs) and Microsoft Office applications is considered a strong asset.
· Knowledge of medical terminology, health-care administration, and the New Brunswick health-care system is considered an asset.

Qualifications:
· Demonstrated ability to foster a culture of collaboration, innovation, continuous improvement, and excellence.
· Strong computer literacy and proficiency with Microsoft Office applications.
· Excellent organizational, time management, and prioritization skills, with the ability to manage multiple competing demands in a fast-paced clinical environment.
· High level of professionalism, discretion, and commitment to maintaining confidentiality.
· Self-motivated and resourceful, with the ability to work independently and collaboratively within a team setting.
· Strong attention to detail and ability to maintain accurate documentation and records.
· Excellent verbal and written communication skills, with the ability to build positive relationships with physicians, staff, and patients.
· Demonstrated conflict resolution, problem-solving, and decision-making abilities.
· Ability to foster open communication, teamwork, and employee engagement.
· Compassionate, patient-centered, and approachable, with a commitment to delivering exceptional service and creating a positive workplace culture.
· Adaptable and resilient, with the ability to navigate change and support organizational growth.
· [Due to daily operational needs, proficiency in English and French are required OR Due to operational needs, proficiency in English is required, proficiency in French is considered an asset].

Working Conditions & Location:
· The Office Manager position requires availability to work from [Monday to Friday] from [8am-4pm]. This schedule excludes evenings, weekends, and statutory holidays. 
· The successful candidate will be expected to primarily work on-site. [Occasional remote work may be available based on staffing and operational needs. Candidates must be able to work on-site full-time if required].
· The clinic's team currently includes [Physicians, NP’s, RN’s] and [#] administrative support staff members.
· The clinic is located at [Address].

Why you should join our team: 	Comment by Jenica Cormier: Modify based on offerings
Apply for an exciting opportunity to join a positive, collaborative health-care team where your contributions are valued and your well-being is supported. As a member of our team, you will benefit from:
· A professional, positive, and inclusive work environment that promotes employee wellness and work-life balance.
· Training and support in the clinic's electronic medical record (EMR) system.
· An opportunity to help build and shape a growing medical practice.
· Vacation (flexible, not pre-determined).
· Paid sick/personal days, [with unused days paid out at year-end]. 
· [bookmark: _Int_cAF95XUr][A Health & Wellness Program/ A health and dental benefits allowance].
· Additional paid time off between Christmas and New Year’s.
· No evening or weekend work is required.
· The office is closed on all STAT holidays.
· Free on-site parking. 
· An annual performance review, with the potential for a [salary increase OR performance bonus].

Compensation: 	Comment by Jenica Cormier: Due to NB’s Pay Transparency Act, employers are now required to indicate their salary scales on all job postings.
We offer a competitive compensation package within the range of $[X]–$[X] per [hour/year]. Placement within the range will be determined based on the successful candidate’s experience, qualifications, and relevant skills.

We thank all applicants for their interest. Applicants will be evaluated on an ongoing basis until the position is filled.  Please note that only candidates selected for interviews will be contacted.

