
Title: Medical Clinic Manager 

Facility: San Fernando Community Health Center 

Reports To: Director of Operations 

Responsible for managing and coordinating medical clinic service operations to ensure that clinic 
operations are safe, effective, productive, and providing quality patient care as evidenced by key 
healthcare quality indicators. The MCM provides effective leadership and support to all medical 
clinic providers, staff and ancillary staff in collaboration with the Chief Medical Officer and in 
accordance with SFCHC clinic policies and organizational mission. The MCM oversees patient 
access, scheduling, staffing, documentation, and non-licensed staff education, training, 
competency. The Medical Clinic Manager is responsible for ensuring seamless patient 
throughput between front and back office teams. Patient engagement and patient satisfaction are 
critical to the role, requiring strong customer service and cultural competencies coupled with 
excellent communication skills, to serve an ethnically diverse community. The MCM should 
have the ability to develop engaging work and patient care environments that are sensitive to 
customers and caregivers alike. This role is responsible for compliance with SFCHC policies and 
procedures, healthplan contracts, and state/federal/local regulations and guidelines. 

Essential Duties and Responsibilities: 

1. Responsible for day-to-day onsite management of medical clinic operations. 

2. Promotes and role models excellence in customer service and professional relationships at all 
levels. 

3. Directly manages staff and supervises functional roles: Medical Assistants, Laboratory 
Technicians, Registrars, Referral Coordinators. 

4. Coordinates daily patient care schedules and activities of physicians, M.A.s, students, and any 
other supplemental staffing agencies operating within the medical clinic. 

5. In collaboration with CMO, ensures that the appropriate number and level of staff support is 
assigned to medical Providers to perform scheduled patient examinations, treatments, and 
procedures. 

6. Schedules and facilitates regular and effective meetings for medical clinic staff, in 
collaboration with CMO and Administration. 

7. Administers SFCHC policies and procedures in collaboration with the CMO. Works with 
Director of Operations to revise or develop new policies and procedures, as needed. 

8. Identifies and implements opportunities to maximize productivity through appropriate 
provider scheduling and other strategic methods. 



9. Proficient in using patient management and electronic health record software to register 
patients, manage appointments, manage provider schedules, and print necessary reports. 

10. Assists Operations in preparing for regulatory, health plan audits by state, federal, or health 
plans. 

11. Ensures that all equipment and facilities at all medical clinic sites meet licensing standards 
and maintains appropriate licensure and accreditation requirements with all applicable federal, 
state and local laws and regulations. 

12. Monitors and orders medical supplies and equipment, to ensure the appropriate utilization 
and availability required to provide patient care services. 

13. Administers SFCHC’s Vaccines For Children Program, COVID-19 Vaccine Program, and 
any other public health programs in which SFCHC participates. 

14. Manages and collaborates with the Call Center and the scheduling of patient visit for medical 
services department. 

15. Participates in SFCHC meetings and trainings. 

HUMAN RESOURCES 

16. Facilitates the training of new medical service staff. 

17. Conducts annual performance appraisals of designed staff, competencies to support growth 
and development of direct reports 

18. Supervises all assigned staff in meeting federal, state and local regulatory education and 
training requirements. 

SALARY / BENEFITS 

$85,000-$95,000 DOE 

Full benefits package: Medical/Dental/Vision/401k/Life/ 


