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Residency Program Manager
Job Description
Mission

The Residency Program Manager is responsible for the administration of day-to-day operations of the residency program ensuring compliance with the requirements of the Accreditation Council of Graduate Medical Education and American Board of Family Medicine. The Residency Manager acts as the central coordinator between faculty, attending physicians, residents, medical students, the residency program clinical practice, other institutional departments, and regulatory authorities.

Reports to

· Residency Program Director

Supervises

· Business and Financial Analyst

· Administrative Assistant
Minimum Qualifications
· Exceptional organizational skills

· Ability to independently prioritize work

· Critical thinking skills

· Problem solving skills
· Collaborative skills
· Excellent written and verbal communication skills

· Ability to adapt to new and or changing situations

· Proficient computer skills

· Initiative
· Professionalism
· Consistent adherence to the tenets of confidentiality

· Ability to travel
Responsibilities
· Create and update faculty, resident and mid-level clinician schedules
· Coordinate resident and faculty on call schedules
· Manage resident recruitment

· Manage ERAS

· Coordinate interview and ranking process
· Manage faculty recruitment

· Coordinate credentialing of residents at participating institutions

· Administer MyEvaluations database and distribute reports
· Provide periodic updates and ensure accuracy of all national electronic data bases, i.e. ABFM, GME Track Census, Frieda, ACGME, NRMP, AAMC

· Direct administrative documentation including personnel files, continuing education, medical licensure requirement, and accounts payable
· Maintain Program Letters of Agreement with participating institutions

· Coordinate Annual Program Review, Faculty Retreat, Internal Review, and Accreditation Site Visits

· Coordinate New Resident Orientation, Graduation and other residency program activities

· Administer the ABFM In-Training Examination

· Provide consultation to other departments and participate on hospital committees as needed
· Supervise the Business and Financial Analyst and Administrative Assistant
· Develop and manage residency program budget in partnership with the Business and Financial Analyst
· Work collaboratively with Office Nurse Managers in areas of educational and clinical intersection
· Participate on the hospital Graduate Medical Education Committee

· Maintain Notary Public standing and provide notary services to the department

· Ensure resident and faculty compliance with training requirements, policies and procedures
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