Job Description 

Date                                             
Job Title Medical Assistant 
Employer       
Contact Person       
Contact Number      
Work Hours per Day        Days per Week              
Percent of Time Spent:







Comments

	
Sitting:

60%
	     

	
Standing:
20%
	     

	
Walking:
20%
	     


For the following: Never 0% of time; Occasionally 1% – 33% of time; Frequently 34% - 66% of time; Continuously 67% - 100% of time

While working, the employee must:
	
	
	Frequency
	Comments

	A.
	Hand/Wrist Work
	
	     

	B.
	Grasping
	
	     

	C.
	Pushing/Pulling
	
	Doors, cupboards, EKG cart

	D.
	Fine Manipulation
	
	     

	E.
	Reaching
	
	     

	F.
	Bend
	
	     

	G.
	Kneel
	
	     

	H.
	Squat
	
	     

	I.
	Climb
	
	     

	J.
	Lift 01-10 lbs
	
	     

	
	Lift 11‑20 lbs
	
	     

	
	Lift 21‑50 lbs
	
	     

	
	Lift 51-70 lbs
	
	     


General Description of the Job:

Schedule appointments, x-rays and other referred services. Perform veni-puncture, instruct patients in obtaining urine and stool samples, perform CLIA waived test, and EKG. Use of computer to maintain templates for patients records, visits, billing card, and filing, faxing, and organizing of paperwork. Log in medication. Mail out lab or test results. Autoclave instruments per procedure and maintain equipment; stock rooms with exam supplies, check patients into rooms, take and document vitals. 
Essential Functions of the Job:
1. Schedule appointment, x-rays, and other referred services via computer as directed by the nurse/provider. Complete orders by faxing or phoning, file the written order sheet in patient chart and return file to provider. 2. Perform veni-puncture to obtain lab specimens and complete the order form, use correct vials, label, and document sliding fee minimum requirements. Instruct patients on obtaining urine or stool sample. Operate centrifuge to complete lab tests. 3. Perform CLIA waived tests (nasal or throat swabs).  4. Perform EKG according to procedure. 5. Maintain files/documentation for patients. Keep visit schedule organized by using Excel spreadsheet, file paperwork in charts, complete billing cards and review faxes and phone calls for action-services needed. 6. Fax signed prescriptions to appropriate pharmacy and log in medications that have been faxed or written. Mail out normal lab or other test results to patients per nurse/provider instructions. 7. Complete autoclave instruments per procedure and maintain autoclave equipment. 8. Stock rooms with exam supplies and paper supplies on a weekly basis. 9. Check patients into room for provider when necessary. Take and record vitals. May need to assist patient on/off exam table.  
Types of Machines, Tools, Special Equipment:

Telephone, computer, fax machine, printer, copier, calculator, mail machine, stapler, EKG, autoclave, venipuncture tools and centrifuge.
Vehicles or Moving Equipment Operated:

NA
