
Position: Medical Assistant



Reports to: Supervisor, Administrative Surgical Services
Job Classification: Non-Exempt



Direct Reports:
N/A
Summary of Responsibilities: Assist in the care of Surgery Center patients as requested under the direct supervision of the professional staff.  Performs ancillary duties in the Surgery Center that include but are not limited to patient observation and discharge, and patient transportation.  The Medical Assistant will assist in front office responsibilities including answering phones, medical filing and patient scheduling as directed.
Essential Functions

· Provide optimum assurance of safe surgical environment

· Check preoperative and PACU areas, materials and equipment for appropriate patient care.

· Ensures clean, safe environment through continued alertness to safety, explosive hazards and aseptic techniques.

· Maintain appropriate levels of office supplies and other materials to allow staff to complete assigned responsibilities and provides for patient needs by submitting approved purchase requisitions.

· Assists in control of traffic and personnel to ensure proper control of infection and asepsis.

· Transport patients for discharge

· Discontinue IV catheter as directed by nurse
· Assists in efficient turnover by performing patient care responsibilities in timely, efficient manner.

· Clean stretchers according to infection control policy

· Respect and understand the patient right to treatment and right to involvement in treatment decisions.

· Obtain vital signs for preoperative and postoperative phase.
· Participate in staff education programs

· Participate in Surgery Center quality improvement activities.

· Does not engage in gossip or other non-productive behavior as outlined in Employee Handbook and per departmental policies

 Duties and responsibilities may be added, deleted or changed at any time at the discretion of management, formally or informally, either verbally or in writing.

Competencies 

· Ability to create a trustworthy and comfortable environment for patients 
· Able to get patient blood glucose as directed by nurse (CLIA competency)

· Able to administer eye drops as directed by surgeon

· Able to obtain intraocular pressure using Icare

· Competency for cleaning, disinfecting and storage of lenses.
· Ability to communicate in a calm, orderly, and non-threatening manner

· Ability to work with interruptions and to manage multiple priorities 

· Ability to speak, understand and write fluent English

· Assists other staff as needed and attending required meetings

· Ability to work as a team member.

· Ability to manage multiple tasks simultaneously.

· Empathetic with patients’ needs and concerns.

· Well organized with attention to detail.

· Treat patients with respect
Minimum Education Requirements
· High school diploma or GED
· MA Certification preferred
Minimum Background Requirements
· One year previous experience or training in a health care organization.
Attendance Requirement

· Must have the ability to work flexible hours.
Minimum Demonstrated Skills
· Ability to effectively triage calls from patients to ensure appropriate scheduling.

· Must be able to work in a busy environment

· Excellent customer service and communication skills
Physical and Mental Requirements:  
· Must be in good physical condition to withstand the stress and demands of an active position.  

· Manual dexterity, good eye-hand coordination, adequate vision and hearing needed in daily work.  

· Ability to stand for long periods of time (90%).
· Ability to sit 10% of time. 
· Can stretch, bend, and twist. 

· Must be able to lift up to 100 pounds  

· Good voice quality and a friendly voice tone are desired. 
· Ability to deal with varying degrees of mental and emotional stress, from low to high
I have reviewed this position description and understand that I am expected to abide by these standards as outlined.  I understand that I will be evaluated on these standards during my introductory and annual reviews.  

_____________________________________________


________________ 
(Print Name - Employee) 






(Date)

_____________________________________________

(Signature - Employee)

_____________________________________________


________________ 
(Signature – Supervisor) 






(Date)
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