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JOB DESCRIPTION: REFRACTIVE SERVICES COORDINATOR

Job Summary:
This is an entry level position responsible for assisting in development and implementation of practice marketing and business development plans for refractive surgery. Responsibilities include patient education about refractive options, and assisting in the development and maintenance of our referral network. In addition, this employee serves as the refractive surgery point-person to the physicians, ensuring proper communication between doctors, management, and staff.

Education and Experience:

1. College degree, including business-related courses, (sales/marketing emphasis), preferred.
2. Sales experience preferred.

Essential Skills and Abilities:

1. Superior communication skills, oral, written and social networking.
2. Excellent listing skills.

3. Ability to motivate and influence in a likeable manner. 
4. Eager to learn about vision correction and eye care.

5. Ability to generate new marketing ideas

6. Effective organization skills, with attention to detail.

7. Presents a professional, yet casual, image.

8. Ability to manage multiple projects simultaneously.

RESPONSIBILITIES:

1.
Marketing/Business Development

· Assist Practice CEO in development and execution of practice marketing and business plan for refractive surgery.

· Key contact person for all refractive vision inquiries, including those from patients, physicians and staff members, as well as all refractive vendors.

· Responsible for patient education in the community through the use of information tables at health fairs, sporting events, and other public appearances.  

· Write articles for patient e-newsletters, blog for practice website, edit and Facebook fan site, and other opportunities or media outlets as they arise.
· Responsible for recording satisfied patient testimonials, both on paper, and video (primarily for use and promotion on YouTube and similar sites).

· Coordinate open houses and seminars, including advertising, promotions, refreshments and hospitality, and following – up with guests.

· Monitor and update patient education software.

2.
Scope of Refractive Services
· Practice will provide training for refractive coordinator knowledge base.

· Currently, the refractive services department includes LASIK, other forms of laser vision correction, premium implant cataract surgery lenses, and implantable contact lenses.  Scope of responsibility will change as science and vision correction changes. 
· Attend outside events sponsored or hosted by the Practice.  Be in the practice to counsel patients on refractive options.  Help patients arrange financing, if necessary.  Collect fees for refractive services.  Coordinate marketing events including invitations, tracking and follow-up.

· Continuously generate suggestions for improvement of refractive process.
3.
Administrative Duties

· Effectively plan and facilitate refractive communication in the practice.

· Develop and monitor internal systems (scheduling new patient tracking, patient correspondence, marketing budget, referral source follow-up).

· Develop and maintain internal patient database; identify target patients for mailings and telephone calls.


