
 

 
 

 

Job Title: Medical Assistant 

Department: Clinical 

Days and Hours of Work:  Full Time 

Status:  Non-Exempt 

Reports to: Lead MA 

 

Pomona Community Health Center dba ParkTree Community Health Center (PCHC) is a non-

profit, Federally Qualified Health Center (FQHC) whose mission is to provide preventive and 

primary care services to the needy in the community. 

 

Job Summary:  

Responsible for providing excellent customer service and safe patient care in a family practice 

setting while assisting clinical providers with treatments and procedures.  Coordinates patient 

care services for patients across the continuum of care through collaboration with the patient and 

family and health care providers in achieving optimal patient outcomes. As a collaborating 

member of the health care team provides pre-visit and follow-up direction and support to the 

patient, family, and health care providers. Participates in our patient-centered medical home, 

aiding in the development of office workflows for the medical home, and collaborating with 

physicians to developing a standard of care with preventative services and chronic disease 

management. 

 

Essential Duties: 

1. Complies with all mandatory trainings. 

2. Perform direct patient care within the Medical Assistant Scope of Practice. 

3. Accurately take medical history, vitals, and document patient complaints. 

4. Assist provider as needed during examination and treatment of patient. 

5. Explain treatment procedures, medications, diets and other provider instructions to patients. 

6. Provide translation services as needed. 

7. Keep rooms stocked, clean and neat at all times. 

8. Dispose of contaminated supplies and clean surfaces with approved anti-bacterial agent as 

per protocol.   

9. Clean and sterilize equipment and consistently adhere to infection control policies and 

procedures. 

10. Operate electrocardiogram (EKG) and other equipment to administer routine screening tests. 

11. Give intra-dermal and intramuscular injections and inhalation treatments under the close 

supervision of a licensed practitioner. 

12. Collect blood and other specimens then log and route them for testing. 



13. Maintain confidentiality and security of Protected Health Information.  

14. Other duties as assigned. 

 

Job Qualifications and Skills: 

1. Treat all patients and colleagues with dignity and respect.  

2. Ability to work with diverse populations 

3. Flexibility with schedule   

4. Must have M.A. certification. 

5. Must possess current CPR card. 

6. Knowledge of medical terminology. 

7. Must be bilingual in English and Spanish. 

8. A valid CA driver’s license with proof of insurance. 

 


