INTERNAL JOB POSTING
Date Posted: 

August 5, 2010
Department: 

Medical Assistant / Medical Office Specialist  
Location: 

Tremont Office 
Status: 


Full-time 

Reports to:  

Janet Rodriguez 
Scope of Position

Medical Assistant/Front Office Specialist is responsible for providing support for Providers in examinations and treatment of patients.  This position will be responsible for preparing exam rooms, operate medical equipment, and support services conducted at the Front Desk.
Essential duties and responsibilities which must be performed in order to carry out the position purpose summarized above: 

· Establish reason for patient visit and document chief complaint

· Take all vital signs: blood pressure, pulse, respirations, height, weight, BMI, and pain level  

· Maintenance of all required blood work and paperwork

· Administration and evaluation of medication and immunizations. 

· Locate and pull patient charts

· Check patient charts daily for signatures, completion of notes and dates

· File incoming mail and phone messages in charts daily

· File referral charts

· Locate and pull patient charts for telephone messages

· Sort mail Provider mail

· Answer telephone calls

· Maintain patient charts

· Investigate Provider questions

· Maintain cross-reference files

· Transmit facsimile paperwork 

· Copy and mail lab letters

· Type new patient chart labels and maintain current patient charts

Education and Experience
· Completion of a Medical Assistant Certification program 

· Proficient in Microsoft Office and database applications 

· A minimum of one year experience in ambulatory health care setting preferred

· Knowledge of medical insurance

· High school diploma or GED

· Fluent in the Spanish language preferred 

Note: NFP employees must satisfy a full year of service in order to be eligible for consideration. Internal applicants within (90-day) of a Corrective Action will not be considered.

If you are interested, or you know of someone that would like to be considered for this position, please submit his or her resume and the employee referral form to Barb in Human Resources. 
