
 

 

Job Title: Front Office Supervisor 
Department: Operations 
Days and Hours of Work:  Full Time (40 hours, Monday-Friday, 8:00am-5:00PM),   
Exempt 
Reports to: Director of Operations 
 
ParkTree Community Health Center is a non-profit, Federally Qualified Health Center 
(FQHC) whose mission is to be the medical home for the underserved in our community 
by providing high quality preventive and primary care health services. 

Job Summary: This Front Office Supervisor performs all necessary administrative, and 
leadership support to the Front Office staff.   Directly assumes all tasks necessary to 
facilitate coordination of the front desk operations.  This position requires a high level of 
organization and coordination of all related lead functions. Independent judgment is 
required to plan, prioritize, and organize a diversified workload with professionalism and 
discretion.  The Front Office Supervisor will demonstrate poise and diplomacy to a 
diverse group of internal and external customers. 

 
Essential Duties:  
Duties and Responsibilities: 
 

 Deals discreetly with confidential information concerning PCHC affairs, personnel 
and any and all related patient information.  

 Complete special projects as assigned 

 Provides information by answering questions and requests. 

 Assist with patient grievances  

 Welcomes guests and customers by greeting them, in person or on the telephone; 
answering or directing inquiries. 

 Direct leadership of front receptionist area operations. 

 Assists Operations Management with recruitment, hiring and assists in training of 
new personnel. 

 Works closely with Operations Director and Call Center Manager to improve 
operations; makes and implements recommendations to improve operations 

 Provides guidance to front office staff to ensure optimal efficiency 

 Promotes a strong productive team environment; is a role model; creates a team 
climate characterized by honesty, trust and open communication 

 Attends meetings as needed as it relates to the operational improvement of the 
department 

 Serves as resource to staff in issues of insurance guidelines; regulatory 
requirements 

 Ensures accurate/timely distribution of schedules 

 Coordinates front desk coverage  

 Works closely with and is point person for all disciplines for issues requiring 
immediate follow up related to front desk operations 



 Excellent ability to motivate, supervise staff in a diverse working environment 

 Ability to prioritize tasks 

 Ability to interact with patients and family members and assess a situation and 
make appropriate decisions 

 Coordinate and ensure adherence to financial and registration policies affecting 
the Revenue Cycle and patient care and maintain open communication with 
various departments 

 Ensure productivity, financial collections and quality assurance is maintained 
during shift and communicates all changes to staff in writing 

 Monitor registration wait times and cycle times  

 Completes PDSA’s (Plan, Do, Study, Assess) as required 

 Completes trend reports 

 Performs internal audits to ensure minimum registration errors 

 Oversee the collection of deductibles, copays and deposits 

 
Job Qualifications and Skills 
 

 Must be bilingual in English and Spanish with effective verbal and written 
communication skills 

 High School Diploma and/or equivalent 

 Minimum of 2 years of supervisor experience in a medical office  

 Knowledge of Electronic Health Record System  preferred; Basic computer skills 

 Must be attentive to detail, cooperative, punctual, dependable, and be receptive to 
new ideas 

 Must possess leadership and critical thinking skills  

 Strong customer service focus 

 Effective verbal and written communication skills; able to manage competing 
priorities 

 Good problem solving, judgment and critical thinking skills 

 Flexible and organized  

 Able to take and follow through with delegated tasks and accountability 

 Ability to maintain patient confidentiality and adhere to HIPAA regulations 

 A valid CA driver’s license is required and proof of insurance in order to drive to 
various clinic locations and meetings as required.  

 
Competencies 
 

Quality/Compliance: Achieving a standard of excellence with our work 
processes and outcomes 

 Customer focus: Striving for high patient satisfaction, going out of our way 
to be helpful and pleasant, making it as easy as possible on the patient  

Communication: Balancing listening and talking, speaking and writing clearly 
and accurately, keeping others informed  

Collegiality: Being helpful, respectful, and approachable and team oriented, 
building strong working relationships and a positive work environment  

 Initiative: Taking ownership of the work, doing what is needed without being 
asked, following through  

-Efficiency: Planning ahead, managing time well, being on time, being cost 
conscious, thinking of better ways to do things  



 Coachability: Being receptive to feedback, willing to learn, embracing 
continuous improvement  

 
 
PCHC is an Equal Employment Opportunity Employer 
 

 


