
 

 

Medical Assistant 
Background: 

The Achievable Foundation is a nonprofit Federal Qualified Community Health Center serving the needs of the 
low-income, uninsured, or underinsured community in Los Angeles.  The main focus of our mission is address 
the unique health care needs of individuals with intellectual and developmental disabilities.   Follow the link to 
see a brief video on the impact we have in the community: https://www.youtube.com/watch?v=zTPVN1p3Lg8. 

Summary Statement: 

Responsible for providing front and back office support in a community health center whose emphasis is delivering 
healthcare to individuals with developmental disabilities.  

Duties and Responsibilities: 
 
Deliver excellent customer service while interacting with patients, their caregivers, and other guests of The 
Achievable Foundation.  Perform direct patient care that falls within the Medical Assistant Scope of Practice.  
Maintain the safety, comfort, and privacy of the patient.  Accurately take medical history, vitals, and document 
patient complaints.  Show patients to their room and conduct the necessary preparation prior to the medical 
exam.  Assist provider as needed during the examination and treatment of the patient.  Act in the best interest 
of the patient by providing patient centered care.  Relay any instructions the provider has left for the patient.  
Provide translation services when needed.  Keep rooms stocked, clean, and neat at all times.  Dispose all 
contaminated supplies and clean surfaces with approved anti-bacterial agent as per protocol.  Clean and sterilize 
equipment and consistently adhere to infection control policies and procedures.  Operate electrocardiogram 
(EKG) and other equipment to administer routine screening tests.  Give intra-dermal and intramuscular 
injections and inhalation treatments under the close supervision of a licensed practitioner.  Inventory and place 
order requisitions for needed supplies.  Collect blood and other specimens then log and route them for testing.  
Perform front office duties such as greeting, verifying eligibility, checking-in and scheduling patients. Perform 
other general office duties as needed.  Maintain confidentiality and security of Protected Health Information.  
Other duties as assigned. 
 
Skills, Knowledge, and Abilities: 
 
Must have Medical Assistant certificate as well as demonstrate having received the necessary instruction  in 
Venipuncture, EKG, and Vital Signs.   Must possess current CPR card. Must have knowledge of medical terminology 
and basic anatomy. Must have the ability to document information consistently, timely, and accurately. Ability to 
administer immunizations and accurately log lot numbers, expiration dates, and doses.  Must demonstrate 
proficiency in the proper use of equipment such as EKG and Pulse Oximeters.  Ability to perform visual acuity tests 
as well as other basic screening tests.  Working knowledge of a family practice setting.  Ability to work with 
pediatrics as well as adults. Must have a good working knowledge of personal computer applications and have the 
ability to type at a moderate speed; knowledge of an electronic health record is a plus.  Ability to maintain patient 
confidentiality and adhere to HIPAA regulations.  Must be able to interact with people of various socioeconomic 
status.  Ability to address sensitive issues with tact and diplomacy.     Must be bilingual in English and Spanish.  
Strong communication skills both verbal and written are a must.  Must possess an understanding of private and 
public health plans.  Must have a basic understanding of ICD-9 and CPT coding.  Working knowledge of the various 
programs such as VFC, CHDP, CPSP, FPACT, and PE is strongly preferred.  

https://www.youtube.com/watch?v=zTPVN1p3Lg8
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