
ASSISTANT MANAGER POSITION SUMMARY 

Assistant Office Manager provides day to day managerial, administrative and 
operational assistance to the Office Manager of a multi-office family practice. 

JOB DUTIES 

 Work closely with Office Manager communicating on day to day operations, 
proactive in finding resolution to conflicts and possible solutions as they arise. 

 Be the point of contact and manage administrative duties for the Northampton 
Office. 

 Assist with human resources, benefits and policies. Maintain correct and up to 
date employee files. 

 Assist with administrative duties such as scanning paperwork and filing for Office 
Manager 

 Responsible for monitoring Provider’s Schedules in ECW, maintaining on-call 
schedule and tracking providers Vacations and Time off 

 Assist in the coordination and delivery of new employee orientation and training 
for staff 

 Act as point-of-contact for medical students, facilitate their IT set up, together 
with IT liaison, and orientation 

 EClinicalWorks resource “Super user”. Assist staff with writing templates, and 
assist with troubleshooting issues within the EMR as needed. 

 Identifies training needs, develops user guides, training materials, and 
coordinates and delivers training with staff. 

 Assists with annual NCQA PCMH renewal, MIPS, and PHO Community Incentive 
Projects by tracking project deliverables, providing on-going monitoring of the 
project and providing updates on progress of the project to all stakeholders. 
Reporting will include progress update, problems, and proposed solutions. 

 Facilitates Full Staff Meetings with office staff ensuring every department is 
represented and that up to date information is discussed and shared with all 
employees. 

 Orders, stocks, and maintains adequate inventories of all office supplies and 
janitorial supplies. 

 Handles patient concerns and complaints in a mature manner finding a beneficial 
solution for all parties involved. 

QUALIFICATIONS 

 Minimum 2 years Office Administration experience; preferably in the health care 
field. 

 Bachelor’s Degree/ Management experience preferred 

 Exceptional customer service skills 

 Strong organizational skills; able to prioritize multiple tasks to completion 



 Able to work in a busy, hectic, and sometimes stressful environment with multiple 
interruptions. 

 Proficient with Microsoft Office and Outlook 

 Experience with an electronic medical record platform preferred 

 Team playe 

 Leadership qualities; able to manage by delegating as well as leading by 
example. 

 

For more information or to send a resume, please contact Linda Hegarty, Office Manager at 

lhegarty@doctorkate.net. 


