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COURSE INTRODUCTION / OVERVIEW:

Effective administration is the backbone of a successful clinic or medical center, ensuring smooth operations, financial
stability, and high-quality patient care. This training course is designed to provide healthcare professionals with the
foundational skills needed to manage a medical facility efficiently. It goes beyond the clinical aspects of healthcare to
focus on the business side, including financial management, regulatory compliance, human resources, and patient
experience. We will explore how to optimize workflows, manage staff effectively, and use data to make informed decisions
that improve a clinic's performance. The curriculum is informed by the foundational work of global academics like Donna
J. Slovensky, whose expertise in health information management and administration is widely recognized. This program
provides a clear blueprint for navigating the complexities of modern clinic management, from patient scheduling to
electronic health records. BIG BEN Training Center is committed to empowering administrative professionals to lead their
facilities with confidence and strategic vision. This course provides tools to build a resilient and patient-centered practice

that can thrive in a competitive and demanding healthcare landscape.

TARGET AUDIENCE / THIS TRAINING COURSE IS SUITABLE FOR:

e Clinic managers and administrators.

Medical office managers and supervisors.

Administrative and support staff in medical centers.

Physicians and nurses are interested in management roles.

e Health information management professionals.

Billing and coding specialists.

Entrepreneurs are planning to open a clinic.

TARGET SECTORS AND INDUSTRIES:

Private medical clinics and group practices.

Specialized medical centers (e.g., dermatology, cardiology).

Outpatient and ambulatory care facilities.

Government health agencies.

Public health clinics.

Hospital-affiliated clinics.

Home healthcare service providers.

TARGET ORGANIZATIONS DEPARTMENTS:
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e Operations.

e Quality assurance.

COURSE OFFERINGS:

By the end of this course, the participants will have able to:

e Master the key functions of a medical clinic.

e Develop and manage a clinic budget and financial plan.

o Implement effective patient scheduling and workflow optimization.

e Ensure compliance with a variety of healthcare regulations.

e Recruit, train, and manage a high-performing staff.

e Improve patient satisfaction and manage patient relations.

e Use technology, including Electronic Health Records (EHR), effectively.

¢ Develop a marketing and growth strategy for a clinic.

COURSE METHODOLOGY:

This training course uses a highly practical and case-based methodology to ensure participants gain actionable skills in
medical clinic administration. The program incorporates detailed case studies of real-world administrative challenges,
from managing a staffing shortage to resolving a billing dispute. We will use interactive workshops and role-playing
exercises to practice critical skills like handling patient complaints, conducting a staff meeting, and performing a financial
audit. The course includes group projects where participants will work together to develop an operational plan for a
fictional medical clinic, addressing issues like patient flow, budget, and technology implementation. BIG BEN Training
Center believes that hands-on training is essential for mastering clinic administration. Our expert facilitators will guide
discussions and provide personalized feedback, ensuring that participants leave with the confidence and practical

experience needed to lead their facilities effectively and provide excellent patient care.

COURSE AGENDA (COURSE UNITS):

UNIT ONE: FOUNDATIONS OF CLINIC ADMINISTRATION

The role and responsibilities of a clinical administrator.

Understanding clinic types and models.

Key performance indicators (KPIs) for clinic success.

Patient flow and workflow optimization.

Managing a medical office environment.

UNIT TWO: FINANCIAL MANAGEMENT AND BILLING
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UNIT THREE: HUMAN RESOURCES AND STAFF MANAGEMENT

e Recruiting and hiring clinic staff.

Developing job descriptions and conducting performance reviews.

Staff training and professional development.

Conflict resolution and team communication.

Managing staff schedules and productivity.

UNIT FOUR: REGULATORY COMPLIANCE AND RISK MANAGEMENT

e Ensuring HIPAA and data privacy compliance.

Understanding and adhering to key regulations.

Risk management in a clinic setting.

Implementing quality assurance protocols.

Creating a safe environment for patients and staff.

UNIT FIVE: PATIENT EXPERIENCE AND TECHNOLOGY

e Improving patient satisfaction and loyalty.

e Managing patient complaints effectively.

Introduction to Electronic Health Records (EHR).

Using technology to streamline operations.

Marketing and patient acquisition strategies.

FAQ:

QUALIFICATIONS REQUIRED FOR REGISTERING TO THIS COURSE?

There are no requirements.

HOW LONG IS EACH DAILY SESSION, AND WHAT IS THE TOTAL NUMBER OF TRAINING
HOURS FOR THE COURSE?

This training course spans five days, with daily sessions ranging between 4 to 5 hours, including breaks and interactive
activities, bringing the total duration to 20 - 25 training hours.

SOMETHING TO THINK ABOUT:

How can a clinic administrator balance the dual responsibilities of ensuring financial viability and delivering a high-quality,

compassionate patient experience in a competitive healthcare market?
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_ lance are as im|.3.5r-tant as
financial performance. We go beyond theoreti-ca[ overvie ovide a pr;ctical, hands-on learning experience through
realistic case studies and interactive exercises. The course distinguishes itself by emphasizing not only the business skills
needed for financial management but also the human skills required for managing staff and patient relations. By focusing
on both the operational and leadership aspects of clinic administration, this program provides an invaluable skill set that

is essential for any professional committed to a high-performing and patient-centered medical facility.
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