Volunteer Medical Assistant

JOB TITLE:  Medical Assistant Volunteer
GENERAL SUMMARY OF POSITION:  Responsible for assisting providers with patient care.  Provides information to patients so they may fully utilize and benefit from clinic services.  Conveys a positive image of clinic.  May be assigned to primary care or specific medical specialist (e.g., orthopedics) to help with patient care related to that specialty, as comfort and experience dictate.

**Volunteers with any of the following experience or skills are encouraged to apply and discuss how he/she can best work with the clinic.

SUPERVISION RECEIVED:  Reports to the Volunteer Director, however also takes directions from medical professional staff to include Physicians, Nurse Practitioners, or Physicians Assistants.
NEEDED FUNCTIONS:
1. Fulfills patient care responsibilities as assigned which may include:  accompanying patients to exam / procedure room, administering shots, assisting patients as needed with walking, transfers, dressing, collecting specimens, preparing for exam, etc.; collecting patient history; performing screenings per provider guidelines, assisting physicians / nurses with various procedures;  charting; relaying instructions to patients / families.
2. Fulfills clerical responsibilities which may include completing forms and  managing charts to ensure information is completed and filed appropriately (e.g., vital signs).  
3. Fulfills environmental responsibilities which may include:  setting up instruments and equipment according to department protocol; cleaning exam / procedure rooms, instruments and equipment between patient visits to maintain infection control.
ADDITIONAL DESIRED FUNCTIONS:
1. Assists in receiving, logging and collecting laboratory specimens.  Prepares specimens for technical testing and performs laboratory testing as experience dictates.

2. Prepares equipment to efficiently collect blood products and performs venipuncture and capillary punctures on patients.  Identifies and labels specimens.  
3. Prepares patients for radiological procedures.  Takes x-rays following established procedures for patient care and safety, using a variety of radiation protection and shielding materials.

EDUCATION:  High school diploma, some college preferred.  Graduate of an accredited medical assistance program.

EXPERIENCE:  Minimum of one year work experience in public contact job, preferably service related.  Experience or interest in health care.

REQUIREMENTS:  Maintains CPR certification.  Obtains appropriate certificate indicating passing grade for specific specialty; e.g., Pediatric Medical Assistant exam.  Computer literate.

KNOWLEDGE:

1. Knowledge of health care field and medical specialty.

2. Knowledge of specific assisting tasks related to particular medical specialty.

3. Knowledge of information that must be conveyed to patients and families of diverse backgrounds.

4. Knowledge of phlebotomy techniques.
5. Knowledge of x-ray procedures and protocols.

6. Knowledge of laboratory techniques to perform routine laboratory testing.

SKILLS:

1. Skill in performing assistance tasks appropriately.

2. Skill in tact and diplomacy in interpersonal interactions.

3. Skill in understanding of patient education needs by effectively sharing information with patients and families of diverse backgrounds.
ABILITIES:

1. Ability to learn and retain information regarding patient care procedures.

2. Ability to project a pleasant and professional image.

3. Ability to plan, prioritize and complete delegated tasks.

4. Ability to demonstrate compassion and caring in dealing with others in a way that supports the centers mission (to share the love of Christ through quality healthcare to those in need).

ENVIRONMENTAL / WORKING CONDITIONS:  Combination of medical office and exam / procedure room setting which is a well-lighted, well-ventilated, adequate space.
· Frequent exposure to communicable diseases, toxic substances, ionizing radiation, medicinal preparations and other conditions common to a clinic environment. 
·  This position is classified as a Category 1 position under OSHA guidelines with high risk of exposure to blood-borne pathogens and other potentially infectious materials. 

PHYSICAL / MENTAL DEMANDS:  
1. Must be able to use appropriate body mechanics techniques when making necessary patient transfers and helping patients with walking, dressing, etc.  Must be able to lift up to 40 pounds.
2. Hearing / Speaking:
Effective communications with patients, staff and visitors.
3. Standing:

40% of the workday

4. Sitting:

20% of the workday

5. Walking:

30% of the workday

6. Lifting:

10% of the workday



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.

