
Job Description 
 
 

Office Manager  
 

UC Counseling Center 
 
 
 

Job Title:  Office Manager 
 
Reports To:   Director 
 
 
I. Description:  
 

A. Contact person that introduces people to the counseling center, schedules 
appointments and answers question about the counseling center. 

 
B. Responsible for all office operations and billing. 

 
II.  Personal Characteristics: 
 

A. High moral character particularly in areas of trust and confidentiality.  Other 
required characteristics are patience, friendly and gets along well with people, 
forgiving and compassion for helping people. 

 
B. Need to be very organized, timely and self-motivated.  

 
III.  Objective of Position:  
 

A. Assist clients coming for counseling. 
 
B. Assist the Director and other counselors. 
 
C. Manage office and billing procedures. 

 
 
IV.  Spiritual Gifts and Abilities:  
 

A. Love and compassion for hurting people. 
 
B. Patience with people and accuracy in tasks involved in managing an office that 

functions like a business. 
 



 
V. Duties and Responsibilities:  
 

A. Clients:  

 Greet clients when they telephone the office and/or come into the office. 

 Collect and properly record all client fees in TheraNest. 

 Send out statements to clients who have a balance on their unpaid 
account. 

 Ensure proper billing to insurance companies.  
 
 

B. Counseling Staff: 

 Schedules appointments.  

 Keeps Director organized.   

 Type letters, handouts, in-service information, other necessary office 
correspondence.  

 Schedule conferences, workshops, conventions, etc. for Director. 

 Keep counselor information and binders up to date. 

 Enroll new insurance panels and maintain insurance panels. 
 

C. Office Operations: 

 Assist Director with updating policies. 

 Takes care of daily office tasks.  

 Responsible for keeping office materials organized and/or filed. 

 Ensures that the transfer and disposal of confidential records is carried out 
in accordance with HIPPA guidelines. 

 Contacts insurance companies to enroll the Counseling Center in their 
programs. 

 Bill insurance companies for client fees and verifies patient account 
information against insurance program specifications. 

 Takes care of all office equipment (i.e. copier, computers, phones, credit 
card machine). 

 Responsible for appearance and maintenance of all office space and 
communicating with the maintenance staff.   

 Organize and plan special events for birthdays, holidays, professional 
meetings, etc.  

 Keep track of counselor’s licensure and professional memberships.  
 
 
 
VI. Qualifications:  Education and Experience:  
 

A.  Required: 

 Can use software programs such as Microsoft Word and Excel. 



 Can use software program for managing client accounts (i.e. TheraNest, 
Availity, etc). 

 Effective communication skills.  

 Likes people and pleasant voice tone and quality. 
 

 
 B. Preferred:  

 Four year college degree in business administration, secretarial science, 
or related degree. 

 Experience in a similar setting to ours that required confidentiality in their 
office. 

 At least two years of experience in another office setting and insurance 
billing. 

 
 
 
 


