
Job Title: Medical Assistant 
Department: Back Office  
Reports To: Nurse Administrator 

Position Overview: 

To assist patients to understand recommendations given by their health care providers; 
performs patient care functions; answers and screens medical calls; post patient’s information to 
medical records, provides support in planning continuity of treatment and participates in quality 
improvement activities. 
 
Job Duties/Responsibilities:   
 

1. Fosters a team based approach to care in keeping with PCMH standards. 
2. Participates with medical/Interdisciplinary team to coordinate and facilitate patient flow 

and chart management. 
3. Answers telephone calls, explains clinic process, fee schedules, and services to clients.  

Provides general information to caller, and refers calls to the provider when necessary. 
4. Informs patients and/or parent/guardian regarding services, reinforces information given 

by providers regarding procedures, after care instructions, and/or counseled based on 
the payor requirements. 

5. Assists clients in completing the medical history and medical program intake forms. 
6. Reviews patient chart for completeness, errors, signatures and appropriate assembly. 
7. Performs blood pressure, height, weight, temperature, and pulse. 
8. Assists providers with medical examinations as needed. 
9. Makes and documents appropriate referrals and forwards them in a timely manner to the 

referrals clerk to ensure patient care & compliance according to agency standards. 
10. Under the direction of the provider and following protocol, provides immunizations to 

children and/or adults; 
11. Performs other related duties as assigned. 

 
Observes FHCCGLA policy/procedures regarding conduct in the work place:  
 

1. Observes regulations on time card use and reporting. 
2. Maintains attendance as per policy. 
3. Maintains a clean and safe work area. 
4. Observes Fire and Safety policy and procedures. 
5. Observes general Safety/Employee Health policies and procedures. 
6. Maintains a current annual health screening. 
7. Observes FHCCGLA Appearance/Dress standards.    
8. Maintains the privacy and confidentiality of both client and employee with regard to 

medical records. 
9. Displays clearly visible identification. 
10. Treats all patients with respect and dignity and adheres’ to the Patient’s Bill of Rights. 
11. Treats all employees with respect and dignity in accordance to non-discriminatory policy 

and procedure. 
12. Treats all employees/clients in a courteous and professional manner. 
13. Conducts only work related conversations when clients are waiting for service. 



14. Does not discuss other staff members, policies, problems or medical care in public areas 
of the clinic. 

 
Qualifications:  
 

1. M.A. Certificate, required 
2. Strong communication, interpersonal skills, and problem solving skills. 
3. Ability to communicate both verbally and in writing. 
4. Ability to perform tasks in changing work environment. 
5. Adaptability to program, changes, modifications. 
6. Spanish speaking, required 
7. Willingness to adapt to changes in agency growth and expansion. 
 

 


