
Job Title:  Medical Lead Ophthalmic Technician 

Reports to: Clinical Manager or designee
Job Classification: Non- Exempt

  

Direct Reports: N/A
Summary of Responsibilities:  
 To greet patients in a professional, courteous manner and obtain and document pertinent medical and ophthalmic patient history appropriately in EMA. Must be able to perform all technical and administrative responsibilities efficiently during and after clinic as needed. Must be able to perform all duties and responsibilities of an OA II.
Essential Job Functions:
· Performs basic diagnostic tests accurately and in a way, that instills patient confidence 
· Must be able to travel between offices as needed to staff other clinics 
· Performs basic diagnostic tests accurately and in a way, that instills patient confidence 
·  Adheres to all administrative and clinical practice policies and procedures 

·  Ensure smooth and timely patient flow for physicians’ and optometrists’ sessions daily. 

·  Anticipate and allocate resources needed for each session, based on the skills, experience and availability of support staff. 

·  Work cooperatively with Clinical Management Team& Site Manager to insure adequate staff for each session, based on the skills, experience and availability of support staff. 

·  Triage patients appropriately and override clinic template when needed with approval of management. 

· Ensure all TOCs/patient requests are completed and/or initiated by the end of the day 

· Reschedule patient appointments only as directed by provider and/or management as needed 

· Track lab/diagnostic tests and results and ensure they are shown to physician for review and signature and placed in medical record. 

· Monitor the physicians’ and optometrists’ office schedules. Address any issues that arise, i.e. overbooking errors, need for template changes, special needs, and communicate with appropriate personnel and management team. 

· Assist in the resolution of patient complaints. 

· Contribute to team performance evaluations. 

· Participates in staff training. 

· Participate in all necessary meetings as assigned. 

· Actively participate in all quality improvement efforts initiated by the Senior Management Team. 

· Function as a tech and/or scribe daily as needed based on clinic needs 

Duties and responsibilities may be added, deleted or changed at any time at the discretion of management, formally or informally, either verbally or in writing.
Competencies:
· Exceptional human relations skills

· Establish and maintain good rapport 

· Advanced communication skills 

· Ability to multitask and manage multiple priorities

· Advanced customer service skills

· Advanced problem solving skills 
· Speaks, understands and writes fluent English

· Writes legibly
· Assists with orientation and training

Minimum Education Requirements
· High school diploma or GED.
Minimum Background Requirements
· Must be an Active status ophthalmic assistant for three months before promotion to Lead Tech and possess clinical skills as outlined on the OA II job description.
Minimum Demonstrated Skills
· Proficiency on a PC

· Proficiency on an Ipad

· Proficiency on the lensometer
Physical Requirements:  
· Must be in good mental and physical condition to withstand medium to high levels of stress and demands of a mentally and physically active position    
· Manual dexterity
· Good eye-hand coordination
· Minimal environmental exposure
· Adequate vision and hearing needed in daily work   
· Walking 40% of the time, standing 90% of the time, bending 20% of the time  
· Must be able to lift up to 50 pounds
I have reviewed this position description and understand that I am expected to abide by these standards as outlined.  I understand that I will be evaluated on these standards during my reviews.
_____________________________________________


________________ 
(Print Name - Employee) 






(Date)

_____________________________________________

(Signature - Employee)

_____________________________________________


________________ 
(Signature – Supervisor) 






(Date)
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