Job Description

JOB TITLE: Medical Assistant 
SUPERVISION RECEIVED: Reports to Nurse Manager
SUPERVISION EXERCISED: None
ESSENTIAL Duties: 

1. Accompanies patients to exam rooms and prepares them for the provider visit by obtaining history as well as measuring and recording basic vital signs.

2. Creates or reconciles an accurate list of current medications and drug allergies.

3. Updates immunization records and administers vaccinations.

4. Initiates patient care by following approved standing orders based on the patient history and presenting symptoms.

5. Performs diagnostic procedures such as spirometry, tympanogram, EKG, vision exam, and phlebotomy.
6. Assists physician with minor procedures.

7. Provides patient education as directed by the provider.

8. Reviews the plan of care with patient after the provider visit and ensures that patients have all the information/material they need prior to departing (i.e. medication samples, patient handouts, prescriptions).
9. Documents relevent information regarding the patient visit.
10. Performs patient care follow up calls (i.e. lab test results, patient question calls).
11. Prepares and keeps exam rooms stocked and clean and in accordance with OSHA regulations.

12. Participates in planning, implementing and collecting data for quality improvement initiatives as directed by the Nurse Manager or Team Leader.

13. Communicates with front office staff and other ancillary departments to ensure timely patient flow.

14. Attends appropriate meetings and participates in committees as assigned.

EDUCATION/QUALIFICATIONS: 
1. High school diploma or GED 
2. Graduation from an accredited Medical Assistant program  
3. Current Basic Life Support certificate (available in-house)
4. Active certification as a Medical Assistant  
5. Minimum of 3 months related clinical experience  
6. Advanced knowledge of medical terminology
ENVIRONMENTAL/WORKING CONDITIONS: 

1. Work is performed in a typical, well-lighted office  and exam/procedure room setting. 

2. Work involves frequent contact with staff and patients. 

3. Potential for exposure to blood borne pathogens.
4. Work involves considerable walking, standing, bending, twisting, and reaching.
5. May required lifting a maximum of 30 pounds.

This description is intended to provide only basic guidelines for meeting job requirements. Responsibilities, knowledge, skills, abilities and working conditions may change as needs evolve.


