
CLINIC OPERATIONS MANAGER 

Location: Denver, CO 

Schedule: Full Time 

Scheduled Days 

& Hours: 

M-F 

Job Details: Our state-of-the-art center is looking for a Clinic Operations Manager that fits our 
mission of excellence in urology. Every member of our team plays a crucial role in 
fulfilling our promise of excellence to our patients. If you are a dynamic person 
that thrives in a learning environment and takes pride in your work, we'd like to 
hear from you. 
 
ESSENTIAL FUNCTIONS: 
 
1. Direct HR management and supervision of all FOC (Front Office Coordinators), 
FOC Lead, FOC Trainer, Referral Specialist and Security Guard. Co-management 
with Clinical Nurse Manager of HR practices for both Front Office Coordinators 
(FOC) and Clinical Support Staff (CSS) such as hiring, evaluations, mentoring, 
etc. 
2. Completes payroll for CSS and FOC staff. 
3. Shared Rounding on FOC & CSS (with Clinic Nurse Manager). 
4. Working manager to cover front desks as needed. 
5. Oversees orientation and training including cross-training to ensure staff 
availability/coverage requirements caused by vacations, sickness, peak loads. 
6. Plans, promotes and presents in-services for front office/clinic - co-managed 
with Clinic Nurse Manager. 
7. Inventory management related to front office areas. 
8. Phreesia point person for clinic. 
9. Liaison to Billing department. 
10. Code

3
 ambassador. 

11. Ensures positive customer service atmosphere and interactions in all clinic 
areas through ongoing training/development/monitoring of staff. Seeks 
physician/staff feedback to ensure interactions are appropriate. 
Investigates/resolves customer complaints. 
12. Employs positive customer service skills with both internal and external 
customers. Relates to physicians, fellow workers and supervisors in a collegial 
and professional manner. 
13. Monitors/analyzes daily workload and productivity levels and reports to COO. 
14. Develops/implements policies and procedures related to front desk and in 
collaboration with the Clinic Nurse Manager for the clinic as a whole. 
15. Uphold and hold-accountable, the TUCC Standards of Behavior to self and 
supervised staff. 
16. Maintains strictest confidentiality. 
17. Other duties as assigned. 
 
KNOWLEDGE:  
 
1. Knowledge of front office and clinic tasks. 
2. Knowledge of customer service concepts and clinic policies. 
3. Knowledge of business methods including productivity/workload analysis and 
HR. 
 
SKILLS: 
 
1. Skill in customer service by instructing employees and role modeling ways to 
create/maintain pleasant atmosphere and interactions. Must have good 
interpersonal and communication skills. 
2. Skill in collection/analysis/presentation of staffing, productivity and cost data on 



a routine and special-project basis. 
 
ABILITIES: 
 
1. Ability to proficiently use arithmetic calculations in data collection and 
interpretation. 
2. Ability to use interpersonal skills to establish/maintain cooperative relationships 
with patients, families, physicians, managers and other staff. 
3. Ability to analyze workload requirements and schedule employees 
appropriately. 
 
EXPERIENCE: 
 
Previous supervisory experience in a medical office setting required. Minimum of 
five years progressively responsible customer/patient service positions; minimum 
of two years of front office and clinical experience. 
 
EDUCATION: 
 
Associate degree in business or healthcare administration or management 
preferred. 
 
ALTERNATIVE TO MINIMUM QUALIFICATIONS: 
 
Five or more years of medical office/healthcare experience along with supervisory 
experience may be substituted for the Associate degree. 
 
The Urology Center of Colorado (TUCC) recognizes and appreciates the rich 
array of talents and perspectives that equal employment and diversity can offer 
our institution. As an affirmative action/equal opportunity employer, TUCC is 
committed to making all employment decisions based on valid requirements. No 
applicant shall be discriminated against in any terms, conditions or privileges of 
employment or otherwise be discriminated against because of the individual's 
race, creed, color, religion, gender, national origin or ancestry, age, mental or 
physical disability, sexual orientation, gender identity, transgender status, genetic 
information or veteran status. TUCC does not discriminate against any "qualified 
applicant with a disability" as defined under the Americans with Disabilities Act 
and will make reasonable accommodations, when they do not impose an undue 
hardship on the organization. 

 


