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PWR!Gym Office Manager  

 

This position is responsible for the operational management (including front office staff supervision) of 
the PWR!Gym, which provides fitness, rehab and wellness programs for people with Parkinson 
Disease. The Office Manager will focus on establishing efficient and effective systems related to 
managing PWR!Gym membership and the business side of rehabilitation services. The Office 
Manager will report to the Chief Operations Officer (COO). 

 

ESSENTIAL DUTIES AND RESPONSIBILITIES 

 Ensure collection and transmittal of client information, payment, and insurance-related documentation 
to meet PWR! and insurance company standards.  Create and maintain systems to ensure these 
objectives are met. 

 Identify and problem-solve matters related to client payments, collection of information, service 
issues, insurance billing, scheduling, etc.  

 Supervise staff members who coordinate gym member services and insurance billing duties.  Cross-
train with staff to provide back-up coverage during busy times or absences. 

 Meet weekly/bi-weekly with the rehab, gym and leadership teams to review performance and identify 
opportunities and barriers. 

 Coordinate all services needed to maintain a well-functioning facility (janitorial, pest control, 
equipment maintenance, technology, etc.). 

 Schedule tours for potential members, visiting professionals, etc.  Provide talks, as requested, to local 
community organizations/businesses. 

 Work with COO and accountant to maintain program budget - keeping an eye on trends and 
explaining/resolving financial variances. 

 Review, respond to and distribute all organizational email inquiries to appropriate departments. 

 Serve as gym/rehab representative to the social media committee, providing content on a monthly 
basis. 

 Assist with other administrative duties as needed, including scheduling meetings, collecting data, 
fielding patient complaints, etc. 

 Work with rehab manager or representative to resolve scheduling issues that affect gym 
programming (fitness instructors; wellness events) and rehab (physical therapists).  

 

QUALIFICATIONS 

Education 

Minimum: Bachelor's Degree in business administration, healthcare administration or similar field.  
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Experience   

Minimum: 3-5 years' experience managing an office in a healthcare setting.    

Skills 

 Excellent analytical and organizational skills 

 Excellent written and oral communication skills, including presentations and negotiations  

 Strong interpersonal skills to handle sensitive situations and confidential information. Position 
requires demonstrated poise, tact, diplomacy, and good judgment 

 Creative and persistent problem solver 

 Client service-oriented (both internal and external) 

 Ability to multi-task and prioritize workload in a fast-paced environment 

 Professional mannerisms, appearance, and executive presence 

 Proficiency with Microsoft Office Suite and database management 

 Knowledge of relevant state and federal healthcare regulations 

 Familiar with scheduling, billing, and budget software and processes 

 

Position Type and Expected Hours of Work: 

This is a full-time, exempt position.  Salary commensurate with experience. The typical schedule is 

Monday through Friday, 9:00am-5:00 PM with occasional evening and weekend events.  This position 

includes benefits such as subsidized health insurance, paid time off, holidays, and Simple IRA with 

employer match. 

 

How to apply:  If you are interested in this position, please send a cover letter, resume and three 

professional references to info@pwr4life.org.  Interviews begin December 11, 2017. 
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