EASTERN OKLAHOMA MEDICAL CENTER 

Position Description

POSITION:  Medical Assistant





DATE: 03/2021
DEPARTMENT:  Medical Clinic 


________________________________________________________________________________

Position Summary:
Assist physician in providing patient care needs for all ages and developmental stages with acute and chronic illness and needs.  All job duties are under the direct supervision of the physician that the MA is working for.
Position Accountabilities:
1. Will answer telephone and take messages for the physician and nurses.

2. Follows established routines.

3. Update patients record

4. Handle correspondence with patients, other physicians, and pharmacies.

5. Take patients vital signs and enter it into the chart.

6. Obtain reason for visit and enter it into the chart.

7. Complete lab and radiology requisitions.

8. Dispose of contaminated supplies properly.

9. Will prepare and administer medications, orally, rectally or by injection subcutaneous or IM.

10. Perform EKGs.
11. Authorize medication refills.

12. Call in or fax prescriptions to the pharmacy.

13. Suture removal with or without steri strip placement.

14. Dressing changes sterile or clean.

15. Maintain exam room with supplies.

16. Order supplies.

17. Maintain instruments and equipment for physician use.

18. Maintain a clean, orderly, and safe environment for patients.

19. Maintain patient rights and confidentiality of patient information.
20. Perform lab draws. 
21. Attended required meetings, in-services and educational programs.

POSITION QUALIFICATIONS: 
	Minimum Education
	High School Diploma or equivalent.

	Experience:
	On the job training. 

	Required Courses/Training 
	BLS (American Heart Association)  

	Skills 
	General office practice, telephone etiquette, good communication skills and customer service skills.

	Physical Demands 
	Moderate to prolonged standing, walking, sitting. Moderate to prolonged reading, typing or computer work. Lifting and moving of patients, equipment and supplies. Repeated bending, stooping, and squatting.

	Working Conditions:
	Subject to exposure to all environmental hazards associated with hospital work and office work.  Exposed to patient elements. Handle emergencies and incidents. Working with electrical equipment, lifting of over 50 lbs.

	Self-Management and Communication Skills
	Continually demonstrates a helpful, positive attitude, through patience, tact, and courtesy in the daily contacts with co-workers, patients, and general public.  Maintains adherence to E.O.M.C. dress code and regular practices. Good personal health and hygiene.


Health Care Professional Acknowledgement:
I have reviewed my job description and agree to perform all duties mentioned to the best of my ability. I understand my job duties may change as the needs of the department change. I further agree to notify my immediate supervisor, if I am unable to complete any of my job duties in a timely manner.
The employee is expected to adhere to all agency policies and to act as a role model in adherence to agency policies.

The above statements are intended to describe the general nature and level of work being performed.  They are not intended to be construed as an exhaustive list of all responsibilities.

I have read, understood and had the opportunity to ask questions regarding this position description.

___________       ______________________                ______________________

Date                     Employee Signature                          Employee Printed Name
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