Practice Manager (m/w/d) for a [specialty] practice in [city]
[Practice name], [specialty: general medicine, dentistry, orthodontics, ophthalmology, dermatology, MVZ] in [city] with [X] physicians / practitioners and [X] MFAs or ZFAs, [X] patient contacts per quarter, is looking for a Practice Manager to steer the entire practice and take over KV billing, QM officer duties and leadership of the MFA and ZFA team.
Your role
As Practice Manager you steer the practice for [number] physicians / practitioners and [number] MFAs or ZFAs: multi-physician / practitioner appointment management, KV billing and GOÄ/EBM plausibility checks, QM officer duties under § 135a SGB V, DSGVO and confidentiality compliance, external contract negotiations with labs, material suppliers and IT providers, leadership of the practice team and patient communication in sensitive situations. You report directly to the [practice owner / Berufsausübungs-Gemeinschaft / MVZ management].
Key responsibilities
1. Multi-physician / practitioner appointment management in [Medistar / T2med / CGM Albis / Tomedo / Dampsoft / Z1]: defined slot lengths per physician / practitioner and service, emergency slots, home-visit blocks, an SMS and email reminder system, no-show monitoring.
1. KV quarterly billing and private invoicing per GOÄ: EBM-code plausibility checks, justification texts, correction payments, private-patient invoices, BG billing, dunning.
1. QM officer duties under § 135a SGB V: practice guidelines, hygiene plan per RKI recommendations, emergency-management plan, patient survey, complaint management, error and risk management.
1. DSGVO and confidentiality compliance: a record of processing activities per DSGVO Art. 30, data-processing agreements, an authorization concept in the PVS, training on confidentiality under § 203 StGB.
1. Practice IT steering: KIM connectivity, eAU, eRezept, ePA, TI connector maintenance, backup and contingency plan.
1. Leadership of the MFA and ZFA team: onboarding new staff, weekly team briefings, monthly 1:1s, shift planning, vacation and sick cover, staff appraisals.
1. Patient communication in sensitive situations: complaints, cancellations, invoicing disputes, malpractice allegations, escalation to the practice owner as needed.
1. External contract negotiations: labs, material suppliers, IT providers, PVS provider, external billing service if used, cleaning, medical-device maintenance per MPBetreibV.
Profile
1. Required: 4-10 years of experience as a Practice Manager, lead MFA with Practice Manager training, or a comparable role in a German medical, dental or MVZ practice with [2-6] physicians / practitioners; command of at least one modern practice management system (Medistar, T2med, CGM Albis, Tomedo, Dampsoft, Z1); KV billing and GOÄ/EBM depth; QM officer experience under § 135a SGB V.
1. Desired: experience with KIM connectivity, eAU, eRezept and ePA; familiarity with DSGVO Art. 9 for health data and confidentiality under § 203 StGB; KTQ, QEP or DIN EN ISO 9001 certification supported; staff leadership experience of at least 4 MFAs or ZFAs; Practice Manager training (medical association, IHK, ZWP academy).
1. Disqualifying: no independent KV billing or QM officer experience; rejection of digital practice workflows (KIM, eAU, eRezept, ePA); a pure execution stance with no ability to say no to the practice owner on DSGVO or confidentiality limits; instability (several consecutive 12-month stints in practices).
What we offer
1. Gross annual compensation: fixed [42-65] k€ depending on experience, practice size and scope. No structural variable component; [possibly a 13th month's salary or a quarterly performance share tied to practice metrics depending on the practice].
1. Model: [full-time 38-40 hours per week, on-site in the practice, set consulting hours].
1. Benefits: [company pension, job ticket or bike leasing, training budget for practice-management courses, supplementary company health insurance, vacation days].
1. Stack: [practice management system, KIM provider, external billing tool if used, hygiene and QM documentation].
