
Herald Christian Health Center 
8841 Garvey Ave, Rosemead, CA 91770 
Phone: 626-286-8700  Fax: 626-286-8650 

JOB POSTING 

Position: Medical Assistant 
Posting Start Date: 3/11/2018 
Posting End Date: 5/11/2018 
Position Status: Full time 
Clinic Locations Hiring: City of Industry HCHC and San Gabriel HCHC (will hire either 
Medical Assistant or Licensed Vocational Nurse for San Gabriel site) 

Herald Christian Health Center (HCHC) is a non-profit community clinic and a Federally 
Qualified Health Center (FQHC) in San Gabriel Valley, California.  The mission of 
HCHC is to provide quality and affordable holistic healthcare to the low income, the 
uninsured and the medically indigent among the population of San Gabriel Valley.  
HCHC patient population is comprised mostly of limited English proficient immigrants 
from China, Hong Kong, Vietnam and Taiwan. 

HCHC is seeking a Medical Assistant, with prior work experience in a FQHC(s), who 
would like to grow with our organization.  As the needs from the community increases, 
the clinic is searching for Medical Assistant who shares in the mission of HCHC and 
whose heart desire is also to serve the poor and the afflicted and similarly, want to make a 
difference in the lives of their patients.  As a recognized Patient Centered Medical Home 
(PCMH) by National Committee for Quality Assurance (NCQA), transdisciplinary care 
teams continue to improve upon care coordination and treatment plan management of 
patient population aiming to improve safety, efficiency and quality of patient care.  
HCHC offers competitive salary with benefits. 

Job Summary 
The Medical Assistant performs routine administrative and clinical tasks that falls within 
the Medical Assistant Scope of Practice to keep HCHC’s clinical operations running 
smoothly. Medical Assistants work under the supervision of licensed personnel, with 
medical providers and other medical team members on a daily basis to support the 
maintenance and delivery of excellent and quality patient care services. The Medical 
Assistant shall operate within the framework of HCHC’s mission, goals and policies. 

ESSENTIAL DUTIES AND RESPONSIBILITIES include but are not limited to the 
following: 

1. Manage the flow of patients and paperwork through the department by preparing
the patient’s electronic medical record for their visit, completing health forms,
researching and calling in prescription renewals per provider’s written
instructions.



2. Notifying patients of normal test results following provider review and sign off,
greeting/discharging and assisting patients, and providing pre/post visit
instructions per department/provider guidelines.

3. Prepare exam/treatment room, conduct brief interview per department/provider
guidelines, obtain and document vital signs, perform and document basic
screening /diagnostic measures and collect and process specimens according to
department guidelines.

4. Assist providers during examinations, procedures and treatments.
5. Perform and document clinical procedures per organization and department

standards and guidelines.
6. Maintain the cleanliness and general appearance of work, examination, and

treatment areas; clean, disinfect, sterilize, and maintain equipment and
instruments following universal precautions, infection control, and hazardous
waste removal practices.

7. Stock exam/treatment rooms, order equipment and supplies according to
organization and department guidelines, and maintain adequate quantities to meet
departmental demands; dispose of contaminated supplies and materials in the
prescribed manner.

8. Assist with answering telephones, taking messages, scheduling appointments,
tests or procedures, arranging referrals, and performing other administrative
duties to meet the needs of patients, co-workers and the department.

9. Perform skills and procedures outlined within organizational practice parameters
for MA after documented demonstration of competency, as defined by
organizational or departmental standards.

10. Preview patients’ chart for the availability of lab test results or specialty reports at
least two days’ before the date of visit.

11. Demonstrate technical and interpersonal skills necessary to complete job
responsibilities.

Education/License/Certification: 
1. Must possess a GED diploma.
2. Medical Assistant Certification preferred.

Skills and Specifications: 
1. Fluent in Bilingual English and Cantonese/Mandarin/Vietnamese/Spanish

preferred.
2. Excellent communication skills required.
3. Able to work flexible hours including weekends.

Physical Requirements: 
1. Physical effort which may include occasional light lifting to a 25 pound limit,

and some bending, stooping or squatting.  Considerable walking may be
involved. The ability to sit or stand for extended periods of time is required.

2. The physical demands described here are representative of those that must be
met by an employee to successfully perform the essential functions of this job.



Reasonable accommodations may be made to enable individuals with disabilities 
to perform the essential functions.  

3. While performing the duties of this job, the employee may be required to travel
to all HCHC facilities as needed. 

Benefits: Vacation, sick leave, personal necessity leave, holidays, birthday leave, 
medical plan, dental plan, 401k, employee assistance program. 

If interested, please submit/email resume. 

Herald Christian Health Center (HCHC) is an equal opportunity employer. HCHC does 
not discriminate on the basis of race, color, creed, national origin, veteran's status, 
medical condition or disability, religion, ancestry, age, sex, marital status, or sexual 
orientation in accordance with all applicable requirements of Federal and State laws. 


