Mental Health Office Manager: 
The Mental Health Office Manager plays a crucial role in the efficient operation of our mental health office. This position requires exceptional organizational, administrative, and interpersonal skills to ensure a smooth workflow, excellent patient experience, and effective communication within the office.

Practice Operations & Client Experience:
· Manage and optimize the EHR system including customizations, troubleshooting, and staff training
· Maintain and update the practice website, including therapist bios and office announcements
· Research and implement tech solutions to improve efficiency and client engagement
·  Make contact with landlords when needed to order needed maintenance 
· Check voicemail daily, respond to contact forms, and follow up with unmatched clients to connect them with appropriate care
· Assist clients in scheduling appointments, verifying insurance information, taking payments, and completing necessary paperwork 
· Manage patient records, ensuring accuracy, confidentiality, and compliance with relevant regulations, including insurance verification
· Address patient concerns or issues promptly and professionally.
· Manage patient feedback and implement improvements to enhance client satisfaction 
· Maintain office supplies and equipment, ordering as needed.
·  Handle office improvement projects, contact landlords when needed to order needed maintenance  
· Must be in office & available to clients and clinical staff during normal business hours 8am to 4pm

Hiring & Onboarding:
· Post job listings and manage the full hiring process from inquiry to offer
· Send interview summaries with resume and meeting links to leadership the night before second-round interviews
· Manage onboarding and training for new clinicians and administrative staff

Office Financial Responsibilities: 
· Purchase and track office supplies and expenses
· Bank account reconciliation
· Payroll (use of Qbox with Quickbooks)
· Benefits eligibility tracking and submitting
· Report quarterly and annual tax information to accounting firm

What We're Looking For :
· 2+ years of experience in operations, practice management, or a related administrative leadership role
· Experience in a healthcare, mental health, or therapy setting strongly preferred
· Familiarity with EHR systems (Therapy Appointment experience a plus), telehealth platforms, and tools 
· Exceptional organizational skills with the ability to juggle multiple priorities without dropping the ball
· Strong written and verbal communication — warm, professional, and clear
· Self-starter who takes initiative and doesn't wait to be told what needs to happen next
· Comfortable with ambiguity and adapting quickly in a growing practice
· Experience with social media and making changes to a website is a plus
· A genuine passion for mental health and working in a mission-driven environment

Qualifications: 
· Proven experience in office management or administration, preferably in a healthcare or mental health setting.
· Strong organizational, multitasking, and problem-solving skills.
· Excellent communication and interpersonal abilities.
· Proficiency in relevant software applications, including EHR systems and QuickBooks
:
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