*Sample Job Description*
Medical Office Assistant 

The Primary Care Medical Office Assistant (MOA) supports the delivery of primary care services in the family practice clinic setting. The MOA performs work as required and functions as an effective member of the interdisciplinary team.

Education
· High School diploma preferred.
· Medical Office Assistant course preferred.
Experience
· Ability to maintain patient privacy and confidentiality.
· Ability to collaborate with other multi-disciplinary team members.

· Proficiency in the use of computers and office equipment.

· Ability to efficiently manage time and prioritize multiple tasks.

· Ability to work with minimal supervision.

· Strong interpersonal and communication skills.

· Ability to evaluate one’s own learning needs and seek out educational opportunities.

Position Duties and Responsibilities
· Coordinate patient care through the clinic – waiting room, exam room, laboratory and X-ray procedures.
· Maintain electronic medical records – update address, allergies, phone number and each visit.

· Measure vital signs (i.e. Blood Pressure, Heart Rate, Oxygen saturation, Height and Weight, waist circumference, etc.) on each patient and record in electronic medical record.

· Share information gathered from patients with appropriate team members to assist in more comprehensive care of the patient.

· Simple wound management.

· Schedule patients for tests, follow up appointments.

· Clean and sterilize materials and instruments following universal precautions.

· Prepares examination rooms; select, setup and maintain medical supplies and equipment for all examinations and procedures.

· Check inventory and order medical supplies and materials.

· Follow clinic guidelines and protocols and participate in making new ones.

· Clinic laundry.

· Promote healthy living to all clients, referring them to appropriate resources.

· Participate in team and staff meetings as requested.

· Participate in staff development programs and promote team cohesiveness.
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