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GREATER PHILADELPHIA HEALTH ACTION, INC.

JOB DESCRIPTION

POSITION TITLE: 
Medical Assistant

      STATUS:

Non-Exempt

REPORTS TO:
Health Center Administrator
      DEPARTMENT:
       Medical

REQUIREMENTS:

High School Diploma or GED required. One year of Medical Assistant training in primary care setting preferred. Associate’s Degree preferred. Must obtain Medical Assistant certification within one year of employment.  Ability to deal with people sympathetically and effectively to obtain necessary information.   Ability to make independent decisions when circumstances warrant.  Ability to work harmoniously with other personnel.  CPR certification required.


HOURS OF WORK:

Flexible work hours which total a minimum of 37.5 hours per week, Monday through Saturday.  Hours of work and days worked may be adjusted to meet operational needs of the department.

WORKING CONDITIONS:

Patient care setting

Travel required

HEALTH HAZARDS:

Moderate risk of exposure to hazardous chemicals such as isopropyl alcohol, potassium hydroxide, sodium hypochlorite, etc.

High risk for exposure to the blood borne pathogens.

High risk of exposure to tuberculosis and infectious diseases that can be transmitted in healthcare/childcare setting.

GENERAL RESPONSIBILITIES AND DUTIES:

· Provide comprehensive, quality and timely care.

· Promote GPHA’s vision and mission to staff, patients and the public at large.

· Maintain confidentiality regarding patient/client and employee information.

SPECIFIC RESPONSIBILITIES AND DUTIES:

· Prepares patient for office visit and assists clinician with physical examination and other examinations such as EPSDT, GYN, Prenatal, Family Planning, Podiatry, surgical procedures and treatments.

· Ensures all required forms are available and complete as needed; including lab reports or diagnostic results and required logs and referrals.

· Maintains patient flow by anticipating provider needs, ensuring patients are in exam rooms at start of shift and prior to providers returning from lunch.

· Completes Laboratory Order Forms; prepares specimens for pick-up by Laboratory; follows the Laboratory Tracking System.

· Performs specific procedures ordered by Provider, including preparation of slides for pap smears, ear canal irrigation, urinary pregnancy tests, other on-site laboratory followed the Laboratory Tracking Systems.

· Performs Lab Quality Control procedures accurately.

· Stock exam rooms according to protocol.

· Greets, give directions and information to patients, visitors, guests and sales representatives professionally and cordially.

· Maintains a safe and orderly nurse's station and clinical environment, including but not limited to examination rooms, laboratory and supply closet.

· Maintains confidentiality of information about patients and their families.

· Maintains medical records documentation in accordance with GPHA standards, policies and procedures.

· Provides back-up coverage for other medical assistants including lunch coverage.

· Adhere to all policies, procedures, and protocols governing infection control, disposal of infectious/hazardous waste, and handling of hazardous materials.  Follow guidelines and instructions detailed in GPHA’s OSHA/Infection Control Manual.

· Adhere to all polices and procedures concerning fire safety, management of medical emergencies, natural disasters, and other safety concerns, according to protocols, guidelines and instructions detailed in GPHA’s Clinical Policies and Procedures Manual and all other manuals concerning such issue.

· Perform other duties as assigned by the supervisor.

AGE SPECIFIC COMPETENCIES:

Demonstrate the knowledge, skills and abilities necessary to provide care appropriate to the age of the patients served.  Demonstrates knowledge of growth and development appropriate to the patient served.  Must be able to access and interpret age specific data about the patient’s status in order to properly identify each patient’s needs.  Patient population consists of infant, adolescent, adult and geriatric.

FINANCIAL RESPONSIBILITY:

Appropriate use of equipment and supplies.

Use with care all equipment used during the course of business activities.

Responsible for all appropriate use of corporate resources.

REPORTS AND RECORDS:

Responsible for maintaining patient reminder systems and various logs including but not limited to lab tracking, lab quality control, in house lab test and product recall.

CONTACTS:

GPHA Staff

Patients

Outside Agencies

INITIATIVE, JUDGEMENT, AND CREATIVE ABILITY:

Ability to make decisions independently.  Good follow through.  Exercise judgment using operating guidelines established by GPHA.

MENTAL, VISUAL, AND HEARING DEMANDS:

Possess sufficient mental capacity to perform job requirements.  Possesses good communication skills and pays attention to detail.

MACHINES, TOOLS, EQUIPMENTS OPERATED:

- Telephone



-Scales


-Snellen chart

- Fax Machine



-Audiograms

-Pulse oximeter

- Photocopier



-Accuchek

-Computer

- EKG




-Hemocue

-Laboratory

- Sphygmomanometer


-Centrifuge



- Thermometers


-Nebulizer

SUPERVISION:

N/A

PHYSICAL AND WORKING REQUIREMENTS:

PHYSICAL DEMANDS

	
	FREQUENCY
	FREQUENCY
	FREQUENCY
	FREQUENCY

	
	RARE 0-10%
	OCCASIONAL 11-34%
	FREQUENT 34-66%
	CONTINUOS  >67%

	WEIGHT
	1-10

LBS
	11-25

LBS
	26-50

LBS
	50+

LBS
	1-10

LBS
	11-25

LBS
	26-50

LBS
	50+

LBS
	1-10

LBS
	11-25

LBS
	26-50

LBS
	50+

LBS
	1-10

LBS
	11-25

LBS
	26-50

LBS
	50+
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I have reviewed this document and discussed the contents with my manager.  My signature will mean that I have been advised of the duties for my position.

Employee:  ________________________________________

Date:  _______________________

Supervisor:  _______________________________________

Date:  _______________________

Human Resources Director:  _________________________

Date:  _______________________

Executive Director:  ________________________________

Date:  _______________________

Rev. 3/05


