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	Title:
	Medical Assistant III
	Effective Date:
	02/11

	Exempt:
	 FORMCHECKBOX 

	Non Exempt:
	 FORMCHECKBOX 

	
	
	Pay Grade:
	13

	Position Reports To: 
	Approved:

	Nursing Supervisor
	 
	Signatures on file.
	
	

	
	
	Supervisor/Manager
	Date


	

	
	
	Human Resources Director
	Date


	

	
	
	CEO/Management Team Member
	Date
	


POSITION DESCRIPTION

JOB SUMMARY

	The Medical Assistant III’s primary function is to prepare patients for their office visit by obtaining and documenting vital signs and medical history and to provide assistance and support to the professional health care provider and/or nursing staff.   Position provides clerical and patient care support duties to assist with patient flow.  


PRIMARY JOB DUTIES
1. Assists the providers and nursing staff in providing direct patient care:
a. Rooms patients.

b. Takes vital signs.
c. Records chief concerns.

d. Initiates medication reconciliation process.
e. Escorts and assists during patient exams and procedures as needed.
f. Sets up for exams.
g. Obtains specimens assuring correct labeling using two patient identifiers.

h. Checks schedules and assists with providing organized patient flow.
i. Provides English/Spanish interpretation for providers and nursing staff.
j. Provides patient education under the direction of the nurse.

k. Conducts whole blood close monitoring.

l. Provides immunizations and other medication administration as allowed by CVCH and RCW 18.135.130 and 185.135.120.

m. Conducts Tuberculosis (PPD or TST) testing.

n. Initiates pregnancy tests and provides instructions to patients based on results.

o. Performs basic laboratory examinations, venipuncture, and throat cultures; recognizes and reports abnormal laboratory values to provider or nurse. 

p. Provides patient assistance and triage of phone calls to appropriate resources through after hours operator phone as needed.

2. Provides clinical clerical support:
a. Answers phones.

b. Schedules patient appointments.
c. Prepares charts for the day.

d. Documents into the Electronic Medical Records (EMR) system.
e. Sends correspondence as needed or requested by provider.
f. Completes lab requisitions.
g. Prepares patient referrals.
h. Assists provider/nursing staff with patient tracking systems.

3. Assists Providers in scheduling patients for diagnostic testing including:

a. EKG’s

b. Spirometry

c. Holter monitoring (where appropriate)

4. Assists Providers in obtaining the following upon completion of specific competencies:

a. Strep swabs

b. Nasal swabs

c. Peak Flow meter readings

d. Hearing screens

e. EKG readings

f. Spirometry readings

5. Provides environmental responsibilities which may include:

a. Setting up instruments and equipment according to department protocol.

b. Cleaning exam/procedure rooms.

c. Cleans/sterilizes instruments and equipment between patient visits to maintain infection control.

d. Sorting, storing, and restocking exam/procedure rooms with supplies.
GENERAL DUTIES AND RESPONSIBILITIES
1. Performs other duties and tasks as assigned by supervisor.

2. Expected to be prepared to start shift at scheduled time, meet attendance standards, and work the hours necessary to perform the essential functions of the job.

3. Conforms to safety policies, general housekeeping practices and infection control practices.
4. Demonstrates sound work ethics, flexible, and shows dedication to the position and the community.

5. Demonstrates a positive attitude, is respectful, and possesses cultural awareness and sensitivity toward clients and co-workers.

6. Keeps customer service and the mission of the organization in mind when interacting with all clients, co-workers, and others.
7. Employees are expected to embrace, support and promote the core values of respect, integrity, trust, compassion and quality which align with the CVCH mission statement through their actions and interactions with all patients, staff, and others.

8. Conforms to CVCH policies and Joint Commission and HIPAA regulations.

JOB SPECIFICATIONS
1. Education:  High School Diploma or GED.  Some college or AA degree preferred.  Certified Medical Assistant diploma from an accredited college or one year of formal education at the post-secondary level (including anatomy, physiology, basic pharmacology, concepts of asepsis and microbiology) required.
2. Certification/Licensure:  Current HCA license level A, C and E and Healthcare Provider CPR certification required. 
3. Experience:  One year in clinic setting or other health care facility providing direct patient care required.  Demonstrates competency and meets the minimum requirements of a Medical Assistant I and Medical Assistant II.
4. Essential Technical/Motor Skills: Ability to verbally communicate in English/Spanish.  Strong organizational skills, inputting data/typing, speaking clearly, answering telephones, precise eye/hand/foot coordination, fingering/precise manipulation.  Knowledge of computer applications and equipment related to work. Must have basic computer and keyboarding skills and have the ability to enter data within company’s computer system; must demonstrate manual dexterity.  Must have the ability to spell correctly.
5.
Interpersonal Skills: Caring attitude, highly flexible, team player.  Strong interpersonal and communication skills and the ability to work effectively with management, nursing staff, providers, and other staff members to achieve program outcomes. Demonstrated skill in developing and maintaining productive work teams. Ability to work in a fast paced environment under stressful situations.  Must be well organized.  Skills in tact and diplomacy in interpersonal interactions.
6.
Essential Physical Requirements: Work is normally performed in a typical interior/office work environment. Essential physical requirements of this job include:    repetitive motions of wrists, hands, and/or fingers.  Moderate to frequent:   standing, walking, lifting/moving items up to 20 pounds, using proper lifting techniques and using assistance as needed, reaching, kneeling, bending, stooping, pushing, and pulling.  Seldom to moderate sitting.  Ability to read forms, computer screens, correspondence and other documents. Must have flexible schedule, able to work evenings and Saturdays as needed.

7.
Essential Mental Abilities:  Ability to exercise independent judgment within their scope of practice; knowledge of clinical policies and procedures, standards and regulations, ability to follow Joint Commission standards, state and federal regulations; ability to read, comprehend, and analyze documents, regulations and policies; ability to prepare and submit complete documents necessary to the job concisely, accurately and timely.  Must be able to pay attention to detail, manipulate/ interpret numbers, perform calculations, advanced assessing/evaluating, problem-solving/reasoning.  Must have knowledge of medical terminology.  Ability to learn and retain information regarding patient care procedures.   
8.
Essential Sensory Requirements: Essential sensory requirements include the ability to: read computer keyboard, monitor, and documents; prepare and analyze documents; read extensively; receive and convey detailed information orally, by telephone and in person; convey accurate and detailed  instructions by speaking to others in person and by telephone.

9.
Exposure to Hazards:  Worker is subject to inside environmental conditions on a frequent basis with moderate/extreme noise.  Possible exposure to toxic materials, communicable diseases, body fluids/blood, and exposure to or use of sharps.
10.  Blood/Fluid Exposure Risk:  (Check the right category)

	 FORMCHECKBOX 
  Category I:    Tasks routinely involve a potential for mucous membrane or  

                             skin contact exposure to blood, fluids or tissue.  Use of 

                             personal protective equipment (PPE), when appropriate, is

                             required.
 FORMCHECKBOX 
  Category II:   Usual tasks do not involve exposure to blood, body fluid, or 

                              tissues but job may require performing  unplanned Category I 

                              tasks.   
 FORMCHECKBOX 
  Category III:  Tasks involve no greater exposure to blood, body fluids, or 

                              tissues than would be encountered by a visitor.  Category I 

                              tasks are not a condition of employment.


11. Age Specific Competency:  Possesses knowledge and skills required to effectively care for and assist patients in the following age groups (Check all that apply)

	 FORMCHECKBOX 
  Neonatal (Birth – 30 days)

 FORMCHECKBOX 
  Infant (30 days to less than 1 year)

 FORMCHECKBOX 
  Pediatric (1 year – 12 years)

 FORMCHECKBOX 
  Adolescent (12 years – 18 years)

 FORMCHECKBOX 
  Adult (18 years – 65 years)

 FORMCHECKBOX 
  Geriatric (65 years – Death)


This description is intended to describe the essential job functions and the essential requirements for the performance of this job.  It is not an exhaustive list of all duties, responsibilities and requirements of a person so classified.  Other functions may be assigned and management may, with or without notice, add or change the duties at any time. Employees are employed “at will”.

AUTHORIZATION:

	
	
	

	Employee
	
	Supervisor


“It is the mission of Columbia Valley Community Health to provide access to improved health and wellness with compassion and respect for all.”
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