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How performance was managed and evaluated.

As a medical office manager, performance is a critical tool for achieving high levels of excellence and competence. The management measures performance in both quality and quantity of work as per their job description. They have to put in place a system that will regularly measure employee performance. 

Performance was evaluated in various ways including; personal qualities, professional qualities, and essential job functions. Personal qualities involve: Evaluating the employee’s integrity; honesty in his work. Employees initiative and innovation; how one responds to issues and whether they can take up an action on their own, creation of new ideas that work well in the system. Diversity; how you interact with people of different opinions. Respect; how you treat others, for instance, other employees, management and patients (Tapamoy, 2008)

Professional qualities include; Quality of work done; whether they meet their targets or not, the output or rather a productivity. Availability and reliability; whether one is present at their duties and can meet timelines. Knowledge; this refers to how well versatile one is with his job; knowing what he is expected to do. Interpersonal skills including teamwork communication and stewardship.

Essential job functions include; Professionalism; coordinates all workers, patients, and visitors in a professional way. Health and safety; ensure he is well protected when handling patients, visitors, and coworkers. Duties and responsibilities; ensures he attends to all matters in his capacity and serves patients, visitors accordingly in compliance with medical office policies. Efficiency and effectiveness; how well responsive one is to medical office needs and those of the patients, visitors, and coworkers.

Three most important job duties and three measurements using the smart method

SMART model is a popular goal-setting tool that can be used to evaluate performance. The goals should be Specific, Measurable, Attainable, Relevant and Time-bound. The three most important job duties are professionalism, personal qualities, and essential job functions. 

Challenges and benefits of the smart method of evaluation.

The smart model is a good mode of evaluation of performance, it guides one to know whether they are working towards achieving organizations vision and goals. It provides the clarity, focus, and motivation one needs at their workplace. It improves one’s ability to reach their goals, by encouraging them to work in a given time frame. “Some people tend to believe that this model doesn’t work for long term objectives because it lacks flexibility.” (Tapamoy, 2008)
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