Women’s Healthcare of Illinois

Job Description


Job Title:  Medical Assistant

General Summary of Duties:  Responsible for assisting physicians and nurse practitioners with patient care, clerical, environmental, and organizational tasks.  Responsible for filing reports and other documents in the medical chart and for overall chart management.  Responsible for calling patients about test results and following up on patient calls. Sends out timely reminders to patients for exams and procedures. Calls in prescriptions to pharmacies. Assists with patient triage. Provides information to patients so they may fully utilize and benefit from our medical services.  Conveys a positive image of Women’s Healthcare of Illinois.   
Supervision Received:  Reports to Provider/Triage Nurse Coordinator/Administrator.
Supervision Exercised:  None.

Essential Functions:

1.
Fulfills patient care responsibilities efficiently as assigned which may include:  checking schedules and expediting efficient patient flow; introducing oneself and accompanying patients to exam/procedure room; assisting patients as needed with walking, transfers, dressing, collecting specimens, preparing for exam, etc.; collecting patient history; performing screenings per provider guidelines; performing NSTs; giving Depo Provera injections; dispensing medications only as directed specifically by a provider; assisting providers with various procedures; charting; relaying instructions to patients/families; conducting patient triage; answering patient calls and providing pertinent information to patients; responding to patient calls before leaving for the day and recording all pertinent patient conversations in the medical record.
2.
Fulfills clerical responsibilities efficiently as assigned which may include:  filing reports in patient medical records after first obtaining provider signatures; obtaining lab/imaging reports, hospital notes, referral information, etc.; completing forms/requisitions as needed; answering telephones and calling patients to reschedule/schedule appointments; verifying insurance coverage and patient demographics; calling in prescriptions; logging and managing follow-up of pap smears and other procedures; management of charts to ensure information is completed and filed appropriately.

3.
Fulfills environmental responsibilities efficiently as assigned which may include:  setting up instruments and equipment according to practice protocol; cleaning exam/procedure rooms, instruments, and equipment between patient visits to maintain infection control and tidiness; cleaning sterilizer according to scheduled maintenance program and keeping appropriate records; ordering, sorting, storing supplies; restocking exam/procedure rooms so that each room is fully functional at all times and according to department protocol; 

4.
Fulfills organizational responsibilities efficiently as assigned which may include but not be limited to:  HIPAA regulations; respecting/promoting patient rights; responding appropriately to emergencies; working as a team member; recognizes problems with patients, staff, or operations and works quickly as a team member to resolve the problem. Identifies ways to improve practice operations.
5. When working in a “float” capacity, takes direction from the primary medical assistant or nurse for that provider.  Performs other duties as required or directed by providers and management.
The job holder must demonstrate competencies applicable to the job position.
Education:  High school diploma or GED, some college preferred.  Completion of program in medical assisting. 
Experience:  Prefer minimum of one year work experience as a medical assistant preferably in Ob-Gyn.   
Requirements:  Maintains CPR certification.  Certified Medical Assistant is preferred. 
Knowledge:

1.  
Knowledge of health care field and medical specialty.

2.  
Knowledge of specific assisting tasks related to OB-Gyn specialty.

3.  
Knowledge of information that must be conveyed to patients and families.
4. Knowledge of HIPAA requirements and other applicable state or federal regulations.
5. Knowledge of medical ethics and customer service.
Skills:

1. Perform all tasks accurately, efficiently, and ethically and in compliance with all laws and regulations.
2. Uses professionalism and diplomacy in interpersonal interactions with patients, guests, and staff.
3. Is knowledgeable of patient education needs and effective at sharing information with patients and families.
4. Can read, understand, and follow oral and written instruction.
5. Ability to learn, retain, and accurately use information regarding patient care policies and procedures.
6. Ability to plan, prioritize, and complete delegated tasks in a highly productive and efficient manner.
7. Ability to demonstrate compassion and caring in dealing with others.
Physical/Mental Demands:

Must be able to use appropriate techniques when making necessary patient transfers and helping patients with walking, dressing, etc.  Must be able to lift up to 30 pounds.  Must be able to be on feet for long periods of time.
Working conditions:

Combination of medical office and exam/procedure room settings.  Involves frequent personal and telephone contact with patients. Work may be stressful at times. Interaction with others is constant and interruptive.  Contact involves dealing with sick people.
Well-lighted, well-ventilated, work space.  Exposure to communicable diseases and other conditions common to clinic setting.  
This description is intended to provide only basic guidelines for meeting job requirements.  Responsibilities, knowledge, skills, abilities, and working conditions may change as needs evolve.
_____________________________


       Administrator
PAGE  
\\whcdc01\users\roger\Job Desc\WHC\Medical Assistant.doc
Revised Apr. 24, 2007

3 of 3

