l v l'M JOB DESCRIPTION
Title: Clinical Operations Officer

LAKELAND VOLUNTEERS IN MEDICINE

Date JD completed: August 2026

Work Location: 600 West Peachtree Street | Lakeland, FL 33815
Department: Clinical

Reports To: Medical Director and President & CEO

Exempt Status: No

Position Status: Full-Time

The LVIM Culture of Caring
May we have eyes to see those rendered invisible and excluded
Open arms and hearts to reach out and include them
Healing hands to touch their lives with love
And in the process, heal ourselves

LVIM Mission Statement
LVIM empowers the medically underserved of Polk County to live healthier lives by providing access to
free, high-quality, comprehensive healthcare through a community of caring volunteers.

LVIM Team Norms
At LVIM, the Culture of Caring is the foundation of all we do. As such, successful LVIM team members
commit to the following team norms:

e Build and nurture strong professional relationships with colleagues
Commit to understanding how our roles and actions impact the team and organization
Assume positive intent of others
Respect and honor the expertise of others on the team
Celebrate achievements; offer suggestions for improvements
Lead with a growth mindset, an eagerness to pivot, and willingness to test the status quo
Adapt quickly when circumstances change
Resolve conflicts through collaboration, with LVIM's shared goals in mind
Ask for help when you need it; give help when you can
Approach and interact with all volunteers, patients, and colleagues with a helpful,
compassionate spirit as well as dignity and respect

Position Purpose: To provide daily leadership and expertise to LVIM's clinical operations.

Position Summary:
The position will be filled by a medical professional (MD/DO, APRN, or PA) licensed in the state of Florida

with dispensing privileges. The candidate must be committed to the preservation of appropriate
healthcare for the uninsured population. Must have a proven track record of established clinical skills
with a minimum of 5 years of experience as an MD/DO, APRN, or PA. This person must have the ability
to work effectively with a team and have excellent communication skills. The Clinical Operations
Officer, under the direction of the Medical Director, has responsibility for the delivery of clinical services
provided by a multi-disciplinary team approach, within a clinical setting through the use of both clinical
and non-clinical volunteers. The position requires frequent walking, standing, sitting (position changes)
and is subject to frequent interruptions. EMR proficiency as well as Outlook for email and calendar
management is required. The work schedule includes Monday-Friday and occasional Saturdays, with
24-hour call for critical labs. Saturday clinic hours are mornings only from 8am-12pm, and the clinic
closes at 12pm on Fridays. Occasionally there will be an event or meeting to attend on a scheduled
day off. The Clinical Operations Officer will work collaboratively with the Medical Director, CEQO, Clinic
Manager, Operations Manager, volunteers, and staff.




Re: Job Description - Clinical Operations Officer

Principal Duties and Responsibilities

*It is important to note that this is a newly created position and will require expertise and flexibility as
the position takes root within the organization’s structure. This job description is expected to evolve
with fime to ensure that the goails of the organization are met.

Helps develop and is accountable for all policies and procedures, standards of care -
ethical/legal/risks issues, performance improvements, and evaluation to ensure that the clinical
care provided meets all rules, regulations and standards set forth by regulatory agencies.
Responsible for supervising Clinic Manager in daily clinical operations of LVIM including, but not
limited to: personally conducting clinical patient appointments, addressing patient related
issues, planning and directing the volunteer medical workforce, controling costs, and
maintaining relationships.

Assists in recruitment of volunteer providers and referral partnerships

Onboards and orients new providers (volunteer and staff) to LVIM's SOPs and EMR.

Provides technical expertise and guidance to in-clinic volunteer and staff providers.

Precepts Nurse Practitioner and undergraduate nursing, and PA students as they cycle through
the clinic.

Oversees the administration of all day-to-day provider services for the clinic and works in
collaboration with the Medical Director, Clinic Manager, and Director of Workforce
Management, staff, and other volunteers to ensure adequate coverage for the clinic.

Ensures that patient charts are kept current and up to date, providing oversight and best
practice leadership to clinical volunteers and staff. Keeps accurate and complete medical
records.

Develops, standardizes, and oversees training for clinical services volunteers to ensure consistent
onboarding, instruction, and application of LVIM policies, procedures, and clinical workflows.
Responsible for reporting clinical quality measures and data in alignment with strategic goals.
Conducts quarterly reviews of clinical volunteer position descriptions and related tfraining
materials, in collaboration with the Director of Workforce Management and appropriate
department leaders, to ensure they remain accurate, current, and aligned with clinic operations
and regulatory requirements.

Collaborates with the Quality Assurance Committee chair regarding standards for medical
care. Assists in data collection for grant and impact reporting.

With Medical Director, plans quarterly Provider meetings.

Provides input in developing the annual clinical operating budget.

Collaborates with the Clinic Manager and Medical Director in the development and
implementation of the strategic and operational plan including: medical practice guidelines
and standards, ensuring Federal and State policies and regulations for patient care are met.
Serves as a medical consultant for students and clinic staff as needed.

Promotes, conftributes, and assists in public relations and marketing efforts for the good of the
clinic.

Oversees Clinic Manager and staff APRNs.

Assists staff and patients to complete all needed materials for medication assistance and
programs.

Maintains a small patient case load as needed. Assesses, plans, and provides comprehensive
patient care independently and/or in autonomous collaboration with other health professionals
including prescribing and dispensing of medications; ordering and analysis of laboratory and
diagnostic tests as appropriate.
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Re: Job Description - Clinical Operations Officer

Qualifications
Educational and/or Professional Qualifications:
e Education: Graduate of an accredited medical school, advanced practice nursing program,
or physician assistant program
e Certification: Board or national certification in the applicable specialty
e Licensure: Current, unrestricted Florida license, with prescribing privileges, as an MD/DO, APRN,
or PA
e Experience: At least five years of primary care practice with clinical operations leadership.

Work Requirements

e Current with clinical practices and clinically proficient
Must be able to set priorities and demonstrate sound judgment in handling problem:s.

e Good communication and interpersonal skills/track record of excellent relationships with
physicians, facility staff, coworkers, and volunteers

e Must be able to communicate effectively with patients, family members, physicians, staff, and

other health care professionals

Above average listening skills

Team player, teachable, and willing to accept direction from supervising physicians

Shows initiative and autonomy as needed within scope of practice

Exhibits good critical thinking skills, problem solving skills, and judgment

Respects but is not intimidated by MDs or administrators

Accepts and embraces change

Demonstrates compassionate

Able to prioritize and manage multiple things at one time

Prepared, organized, and punctual

Works well in collaborative environment

Able to provide direction and delegate

Maintains confidentiality

Reporting Relationships: Medical Director and President & CEO

Work Environment: Psychological stress/pressure levels are moderate to high. Work environment often
includes frequent interruptions.

Schedule

e Clinic hours:
o Monday - Thursday, 7:45 AM to 4:00 PM
o Fridays —7:45 AM - 12:00 PM with some exceptions for all staff meetings
o Occasional Saturdays

e Full-time employees are expected to work 40 hours per week.

e Adjustments to your schedule may occasionally include one Saturday per month or special

events to benefit the organization.

Hazards
e Exposure to blood and/or body fluid

Typical Physical Demands
e The position requires some lifting and filing of documents;
e Some local tfravel may occasionally be required which will be reimbursed as applicable;
e Sensitive records will routinely be handled and/or observed in this position, records that falll
under regulated security and confidentiality laws and regulations;
e Occasional after-hours events may require aftendance.
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Re: Job Description - Clinical Operations Officer

Common Expectations of LVIM Team Members

e Responds to correspondence and requests for collaboration in a timely manner;
Performs quality work within deadlines with or without direct supervision;
Participates in fraining, leading, and supervising volunteers
Presents needs for new volunteer positions to the Director of Workforce Management;
Discusses volunteer HR concerns with Director of Workforce Management;
Participates in LVIM's annual fundraising and volunteer events

DISCLAIMER: The above statements reflect the general duties considered necessary to describe the
principal functions of the job as identified and shall not be considered as a detailed description of all
work requirements which may be inherent in the position. They may be subject to change at any time
due to reasonable accommodation or other reasons.

Employee Acknowledgement

[, ., have read and understand the duties and
responsibilities of this position.

Signature of Employee Date
Distribution

Original: Filed in Employee Personnel File

Copies: 1 -Supervisor 2 - Employee
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