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T.H.E. HEALTH AND WELLNESS CENTERS 
JOB DESCRIPTION 

 

POSITION:   RN CLINIC MANAGER  

DEPARTMENT:   Medical Unit 

STATUS:   Full-Time, Exempt 

 
 
Essential Duties and Responsibilities: 

1. Manage a medical assistant team to ensure effective, efficient and accurate 
facilitation of patient care, maintenance of medical histories, review of health 
records and medical conditions assessment. 

2. Evaluates the effectiveness and quality of instruction and counseling provided to 
patients in the following physical and mental health areas: diets, social habits, 
medications, treatments of injury/illness, follow up care and provision of health 
information to patients and their families.     

3. Manages and participates in delivery of outpatient clinical duties, assisting in 
communication to referring physicians, conference participation and maintaining 
working knowledge of departmental policies and procedures.    

4. Provides quality clinical supervision to medical assistants. 
5. Participates in various education speaking engagements or outreach activities 

when required. 
6. Under direction of the Clinical Services Manager, assists in Joint Commission 

readiness and maintenance. 
7. Participates in peer review of medical assistants and attends quality 

improvement and departmental meetings as needed. 
8. Ensures all medical assistants maintain current certification and participates in 

ongoing continuing medical education.   
9. Participates, as needed, in internal/external clinical and administrative meetings 

to represent benefit and interests of T.H.E. Health and Wellness Centers.   
10. Participates in budget and cost controls as deemed necessary. 
11. Provide leadership to ensure staff remains in compliance with T.H.E. Health and 

Wellness Centers’ employment policy and code of conduct. 
12. Manages the employee performance review  process for all direct report staff   
13. Provides guidance, assistance and training to staff, as needed, to foster their 

development.  
14. Perform other duties as assigned. 

 
 
 
 
Education and Required Qualifications 

 RN active license 

 Ability to work with people of diverse cultural, educational, social and economic 
backgrounds 
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 Demonstrated performance history of ability to communicate effectively with 
patients, professionals and work as an effective team member. 

 Possess ability and judgment to delegate authority to appropriate staff 

 Proved record of ability to work independently and in a demanding, fast  paced 
environment   

 Computer proficient. 

 Excellent oral and written communications skills. 

 Excellent organizational skills. 

Preferred Qualifications 

 Minimum of three years of community clinic experience as a Clinic Manager  

 Experience utilizing an Electronic Medical Record (EMR)  
 
Physical Demands: 
 
The physical demands described here are representative of those that must be met by 
an employee to successfully perform the essential functions of this job.  Reasonable 
accommodations may be made to enable individuals with disabilities to perform the 
essential functions. 
 
While performing the duties of this job, the employee is regularly required to stand, sit, 
talk or hear.  The employee is occasionally required to use hands to handle, or feel 
objects, keyboard or controls; and reach with hands and arms.  The employee must 
occasionally lift and/or move up to 10 pounds.  Specific vision abilities required by this 
job include close vision, distance vision, color vision, peripheral vision, depth perception, 
and the ability to adjust focus. 
 


