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DIGESTIVE HEALTH ASSOCIATES 

Office Supervisor 

Reports To: Practice Administrator 

Department: Office Operations 

Job Status: Exempt 

Job Summary:  This position is responsible for coordination and supervision of all operational and 

administrative (non-clinical) functions and processes within the various office functions.  Supervisor will 

ensure that staff is held to the highest standards of customer service throughout the Practice regardless 

of an employee’s position.  Supervisor will be responsible for ensuring that office policies and 

procedures, performance protocols, and employee performance is maintained in conjunction with other 

Practice Supervisors and the Practice Administrator.   

This position will interact with and have reporting responsibilities either directly or indirectly with all 

parts of the Practice including, clinical areas, business department, scheduling, medical records, 

operators, administration and physicians.  Office Supervisor will also be responsible for favorable and 

effective interactions and coordination between DHA and DHC.  Work collaboratively and supportively 

with DHC.  The Office Supervisor will promote a favorable image of the Practice to physicians, patients, 

staff and the general public. 

Job Duties and Responsibilities: 

A. Mission and Vision 

a. Promote and exemplify the Mission and Vision of Digestive Health Associates. 

b. Perform in accordance with the Practice’s policies and procedures. 

c. Exemplify and follow DHA’s standards and ethical business conduct. 

d. Interface and work with Practice Administrator on a daily basis keeping him informed of 

office needs, issues, performance, etc. 

B. Primary Job Duties 

a. Ensure daily communication and coordination with the Practice Administrator in general 

office operations and administration. 

b. Understand the functioning fundamentals of eCW. 

c. Oversee all matainence and functionality of office equipment and physical facility. 

d. Provide support for the Practice Administrator in handling day-to-day operational 

activities such as but not limited to, supplies, IT support communication, clinical and 

non-clinical office inventories, telecommunications, and site planning. 

e. Maintain Physician’s Call/Vacation Schedule with approval from Managing Partners and 

the Practice Administrator. 

f. Communicate on a regular and as often as needed basis with the DHC Center Director 

for coordination of DHC procedure schedules. 
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g. With DHC Office Supervisor communicate daily on schedule matters, i.e. cancellations, 

add-ons, referrals, patient information documentation, etc. 

h. Assist the Practice Administrator with meeting planning such as coordinate and lead 

office staff meetings, assist with Board Meeting Preparations, etc. 

i. Oversee benefit enrollment and on-going employee support. 

j. Responsible for payroll monitoring and reporting with input and coordination with other 

Supervisors. 

k. Maintain PTO records, i.e. time used, accrued, and on-going balances. 

l. Review all payroll information with Supervisors and the Practice Administrator prior to 

final submission. 

m. Maintain working knowledge of eCW and serve as DHA primary contact. 

n. Assist the Practice Administrator in all mandated reporting to CMS, ACO, etc. 

o. Other duties as assigned. 

C. Supervisory Duties 

a. Supervision of office personnel and lead personnel.  Oversee orientation, performance 

evaluations and maintenance of personnel records in collaboration with other 

Supervisors 

b. Ensure the office duties of the front desk, medical records, scheduling, operators and 

other full or temporary non-clinical support personnel are appropriately trained to carry 

out their duties and responsibilities efficiently and accurately. 

c. Ensure compliance with federal and state regulations by assisting in the implementation 

and monitoring of personnel policies and procedures. 

d. Interact and lead staff in a respectful and positive manner. 

e. Train, oversee and provide on-going direction of superior patient care and customer 

service at the front desk, medical records, operators, schedulers; coordination with 

other Supervisors to hold their staff to the same high level. 

f. Maintain of time keeping and vacation scheduling for front desk, medical records, 

operators, scheduling and other full and/or temporary support staff. 

g. Report time keeping and vacation to payroll as appropriate. 

h. Participate in annual personnel policy updates and revisions with other office 

Supervisors and the Practice Administrator. 

i. Participate with each Supervisor to ensure regulatory compliance with personnel 

problems, issues and concerning by maintaining pro-active and responsive employee 

relations. 

j. Work with other Supervisors to implement and participate in employee training, team-

building, education, and overall employee development. 

k. Inform Practice Administrator of employee issues that will require formal action or 

corrective behavior per the Employee Handbook. 

l. Along with Practice Administrator and fellow Supervisors to ensure proper staffing 

ratios. 
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Front Desk 

i. Supervise and ensure that front desk duties are carried out efficiently and 

accurately. 

ii. Ensure that the front office personnel are appropriately trained and scheduled. 

iii. Ensure that eCW patient reminders and confirmation messages are working. 

iv. Oversee all updates and training to eCW and assist Front Desk with 

implementation. 

v. Maintain highest standards of patient relations and experience as they interact 

with the front desk. 

vi. Ensure accuracy of information and instruction for patients scheduling for 

procedures upon checking out of the office visit. 

Medical Records 

i. Supervise and work directly with the Medical Records Lead to carry out medical 

record functions and responsibilities. 

ii. Oversee accuracy of medical record input. 

iii. Ensure that current patient information is in the medical record. 

iv. Ensure that all PHI is maintained under regulatory guidelines. 

v. Ensure that requests for medical information are delivered in a timely fashion. 

vi. Coordinate medical record information exchange between the office and the 

endoscopy center. 

Scheduling 

i. Oversee office schedules and ensure that they are appropriately maintained. 

ii. Work is DHC Center Director and Supervisor for accurate and timely 

coordination of schedule needs. 

iii. Support and direct office schedulers in addressing patients and provider 

concerns. 

iv. Ensure that all referrals and call-backs are handled within Practice guidelines. 

v. Track and report call volumes and times per scheduler. 

vi. Maintain proper tracking documentation of scheduler’s activities and report 

them to the Practice Administrator weekly. 

vii. Oversee the timeliness and accuracy of appointments. 

Operators 

i. Ensure appropriate staffing based on call volume. 

ii. Train and ensure proper telephone communication skills and etiquette. 

iii. Oversee and take all calls requiring specific attention reporting and/or 

escalating to Practice Administrator as needed. 

iv. Ensure that the phones are active and available during office hours. 
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D. Performance Improvement Program/Compliance 

a. Performs according to all OSHA and other safety compliance programs within DHA. 

b. Maintains current knowledge on all federal and state guidelines regarding office 

practices (e.g. fraud, abuse, and other violations).  Inform Practice Administrator 

immediately of any violation. 

c. Thorough knowledge of HIPAA and governmental regulations. 

d. In conjunction with other Supervisors, under the direction of the Practice Administrator, 

participate in and develop performance improvement training and implementation.  

This will be done in a supportive and collegial nature with other DHA Supervisors. 

e. Participate in continuing education and other learning experiences (e.g. MGMA, 

NVMGMA, HR Resources, ASGE GO, eCW, etc.).  

 

E. Working with Practice Supervisors 

a. Nursing Supervisor 

i. Assist Nursing Supervisor to ensure appropriate personnel direction. 

ii. Facilitate and help in scheduling CME and other required training. 

iii. With Nursing Supervisor ensure that all clinical staff issues are managed. 

iv. Work with Nursing Supervisor in maintaining positive and productive work 

relationships and job interactives between clinical and non-clinical staff. 

v. Maintain open and collaborative communication with Nursing Supervisor. 

vi. Coordinate other clinical staff direction with Nursing Supervisor as needed. 

b. Billing Supervisor 

i. Assist Billing Supervisor to ensure appropriate personnel direction. 

ii. Support billing/collection job functions. 

iii. With Billing Supervisor ensure that all billing/business office staff issues are 

managed. 

iv. Coordinate other billing office staff direction with Billing Supervisor as needed. 

v. Ensure that billing office eCW, work materials, etc. are current. 

F. Job Requirements: 

a. High school diploma or GED certificate. 

b. Training or courses in medical business office activities. 

c. MUST have least 2-3 years of Medical Practice Operations experience. 

d. Must be proficient with Microsoft produces, general computer usage and ability to learn 

office management/EMR software. 

e. Proven track record on strong and positive interpersonal relationships. 

f. Supervisory experience. 

g. Strong verbal and written communication skills. 

h. Must be willing to work a flexible schedule. 
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i. Proficient and knowledgeable of basic medical terminology. 

j. Punctual and professional attire. 

k. Ability and willingness to follow instruction while requiring minimal supervision to 

accomplish tasks. 

l. Attention to detail. 

m. Perform other job functions where cross-trained. 

n. Other duties as assigned.  
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Employee Confirmation 

 

I have read the Office Supervisor Job description and understand the functions and 

responsibilities of this position at Digestive Health Associates.  The above job 

description reflects the general outline considered necessary to describe the primary 

functions of this job.  It shall not be construed as a detailed description of all and only 

work requirements of the job.  Further job responsibilities may develop as this position 

matures within the scope of its role at Digestive Health Associates. 

 

 

_____________________________________________  ________________ 

Employee Signature      Date 

 

 

 

_____________________________________________  ________________ 

Practice Administrator      Date 


