Clinic Medical Assistant  


Lincoln Hospital District #3

D/B/A

 North Basin Medical Clinics

Position Description

CLINIC MEDICAL ASSISTANT 
                                                                                    And   Float Position
EFFECTIVE February 2009
REPORTS TO:

Medical Assistant Supervisor 

POSITION:
Under the direction of the Medical Assistant Supervisor and the Clinic Administrator the Medical Assistant provides administrative, clinical and patient support to the medical provider and patient.  When covering the lab the Medical Assistant is responsible for the coordination of all activities associated with the lab: controls, quality control of injection room, vaccines, drug samples, supply closets, medication inventories, instruments and gowns.
POSITION 




QUALIFICATIONS:


· High School graduate or GED required.

· Certified or Registered as a Medical Assistant required (or about to take exam)
· Must be able to be certified by the Department of Health in the State of Washington in Categories A, C & E 

· Previous Medical office experience preferred

· Excellent communication skills, both written and oral.

· Able to work in a fast-paced, multi-task environment.

· Strong interpersonal skills, the ability to communicate well with employees, applicants, supervisors, and other staff.

· Working knowledge of insurance coding, ICD (and CPT codes)

· Knowledge and experience in typing (minimum of 55-60 wpm).

· Moderate computer skills.

· Good physical and mental health.

· Ability to stand, walk, and sit for prolonged periods

· Ability to push and pull objects and lift and carry up to 25 pounds, unassisted, on a frequent basis (occasionally up to 50 pounds, unassisted)

· Full use of hands, arms, and legs (i.e., delivering documents and records, writing notations, stocking supplies, filing, using key board, telephones, computer, typewriter, fax copier postage, etc).

· Energetic, willing to accept new challenges/assignments

· Good organizational skills

· Punctuality, time management skills are essential

RESPONSIBLITIES:



Basic Skills

· Performs duties in accordance with the accepted standards of North Basin Medical Clinics policy & procedures.  *

· Handle all patient information in confidential manner, assisting in- and out-patient with appointment scheduling, obtaining insurance information, maintaining patient files in EMR, and taking messages, using the copy and FAX machine, using the computer system and printers.*

· Assist with gathering data for the quality improvement plan for the clinic.*

· Welcomes and directs patients, visitors, and family members. *

· Processes medical provider orders for treatments, prescriptions, and procedures.*

· Bring patients to exam rooms, take and record vitals. *

· Prepare patient for medical examinations and procedures. *

· Assists providers with minor surgical procedures. *

· Prepare and perform waived laboratory testing in accordance with procedure and manufacturers instructions. *

· Obtain referrals and insurance authorizations when necessary. *

· Perform treadmills, pulmonary function studies, EKG’s, hearing and vision screening. *

· Perform necessary quality improvement checks on equipment and supplies. *

· Chart phone calls, tests, injections and prescriptions. *

· Draw blood and complete forms for Laboratory tests. *

· Enters patient information in the EMR, such as social history, diagnosis, treatment changes and medication history. *

· Log any phone conversations and file phone messages in the EMR. *

· Responsible for tidiness of waiting room, workspace, examination rooms and storage areas. *

· Properly dispose of Biohazard waste, clean all surface areas in Lab, MA station and exam rooms. * 

· Orders medical and business supplies, inventories and keeps necessary supplies on hand.*

· Track samples that are used. *
· Other duties as assigned by Supervisor.

When covering Lab
· Perform Controls

· Maintains immunization and medication inventory on a daily basis. 

· Maintain supply cupboards; drug samples, instruments, gowns etc.

· Monitors and records refrigerator temperatures

· Is responsible for  and maintains medication inventories

· Washes and autoclaves instruments

· Performs necessary Quality Assurance checks on equipment and supplies. *

· Takes dirty laundry to hospital and picks up clean.

· Insures  all Medical Assistant/Provider requests for call-backs are forwarded appropriately and in a timely manner

· May obtains Insurance Referrals and Authorizations, to include MRI, MRA, CT, & Dexa Scan*

· Assists with gathering data for the Quality Assurance plan for the Clinic.*

· Logs any phone conversations and file phone messages. *

· Properly disposes of Biohazard waste, clean all surface areas in Lab, MA station and exam rooms. * 

· Assists in ordering medical and business supplies, inventories and keeps necessary supplies on hand.*

Infection Control
· Demonstrates knowledge of infection control in all client care to prevent the spread of disease and infection.*

· Adheres to strict infection control guidelines hand washing and universal precautions.*

· Clean and sterilizes medical instruments. *

· Reports any and all exposures to infection in accordance with OSHA and North Basin Medical Clinics guidelines, policies, and procedures.

Safety

· Demonstrates knowledge of emergency policy and procedures.*

· Demonstrates awareness of potential hazards and reports unsafe conditions to appropriate hospitals staff to maintain a safe environment for patients, families, and staff (i.e. reports spills, faulty equipment, maintains a clear pathways).*

· Demonstrates fire safety especially during drills by assisting visitors and patients in appropriate protocol.*

· Has knowledge of the chemicals used in the department and is able to locate the MSDS sheets in the department.*

· Utilizes appropriate devices and/or body mechanics to aid in the prevention of muscle strain.*

Communication
· Give instructions to patients on procedures and appointments. *

· Utilizes hospital resources and maintains open communications with all facility staff (i.e., Radiology, Laboratory, Nursing staff, dietary, social services, therapies, etc.) *

· Communicates concerns to Clinic Administrator that cannot be handled on a person-to-person basis.*

· Communicates skillfully with all patients and family members, including those with sensory losses and/or dementia.*
· Documents patients’ information accurately and on a daily basis in the EMR and in a timely manner. *
Customer Service

· Supports North Basin Medical Clinics goals.
· Makes appointments for patients. 

· Assists with insurance forms as needed. 
· Processes department out-going and in-coming mail.

In-Service Education

· Attends any inservice education programs mandated by hospital, state, and federal guidelines.*

Quality Improvement
· Updates insurance information to improve the quality of care.*

· Demonstrates commitment to continuous quality improvement in all job responsibilities.

*Indicates American Disabilities Act essential function

Page #1

