[image: C:\Users\Owner\Pictures\GRS_Horizontal (002).jpg]

Admissions Manager

Position Summary:
Provides daily supervision and direction to all admission representatives, and admission RN coordinators for the orderly admission of scheduled and walk-in patients according to Hospital Admission Department policies and procedures.  The primary function of the Admitting Manager will be to develop procedures, and work with all admitting employees in assuring expedient, friendly, and caring registration process because the Admission Department is the “first contact” area for all patients receiving service or a referral at BryLin Hospitals.

Position Overview:
Are you a dynamic leader with a passion for delivering exceptional patient experiences? We're seeking a talented Admissions Manager to lead our team of dedicated professionals. In this pivotal role, you'll oversee the seamless admission of patients, ensuring every interaction reflects our commitment to excellence and care from the very first contact.

Key Responsibilities:
· Lead with Excellence: Provide daily supervision and guidance to our admission representatives and RN coordinators, setting the standard for excellence in patient care and service delivery.
· Streamline Operations: Manage and optimize the Admissions Department's operations, from education and problem-solving to scheduling and legal compliance, ensuring efficiency at every step.
· Elevate the Experience: Develop and implement protocols for telephone response, ensuring every interaction is characterized by warmth, efficiency, and empathy.
· Ensure Accuracy: Review intake IDs for precision and collaborate with clerical staff to guarantee accurate insurance information, facilitating a smooth registration process for all patients.
· Drive Continuous Improvement: Spearhead Continuous Quality Improvement initiatives, leveraging data insights to identify trends and implement proactive measures for enhanced patient care and satisfaction.
· Collaborate for Success: Work closely with cross-functional teams, including the Director of Patient Financial Services and the Vice President of Patient Care Services, to address financial and clinical matters collaboratively.
Qualifications:
· Strong knowledge of medical insurance coverage and understanding of the verification information from portals.
· 3-5 years of experience of billing, intake or admissions required. LPN and RN licensure a plus 
· Strong interpersonal skills and the ability to work effectively with diverse populations
· Excellent verbal and written communication skills
· Ability to maintain confidentiality and adhere to ethical guidelines

Compensation and Benefits:
$70,000 - $90,000 per year with comprehensive benefits package. On-site, Monday-Friday, 8-hour day shift.
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