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Open Positions 

Updated:  May 4, 2012
Internal candidates - complete a Position Transfer form, attach your current resume and forward to HR

External candidates - Email:  mmccaskill@gbms.org  - Fax 301 599-0463        NO PHONE CALLS PLEASE

	POSITION
	LOCATION
	HOURS
	REQUIREMENTS

	Administrative Medical Asst
Bilingual – English/Spanish
· Part Time 
	Beltsville

BAPS Shanti Clinic
	Part time hours TBD 

and some weekends

	· High school diploma (or equivalent) required.  Additional courses in computer science, medical terminology, and insurance coding preferred
· Previous medical office experience required
· Bilingual – English/Spanish

	Clerk Interpreter 

· Full time


	Suitland

	M-T-W-F

9 am – 5 pm

Thurs 10 am – 6 pm


	· High school diploma (or equivalent) required
· Fluent in English and Spanish (accuracy in verbal and written         interpretations/translations)
· Must be detailed-oriented
· Previous medical office experience preferred

	Data Analyst
· Full time
	Administration
	M - F

9 am – 5 pm
	· Bachelor’s degree required in Computer Science, Information Technology, Computer Engineering, Statistics, Business, or a comparable combination of education/experience

· Must have strong knowledge of MS Access, and SQL programming language

· Familiarity with programming languages such as Java, JavaScript, and experience with markup including HTML, CSS, and XML

· Experience in the administration, development, and maintenance of databases.

· Ability to generate ad hoc queries and reports using advanced databases and database design concepts

· Knowledge of data quality control methods and procedures

· Ability to adhere to competing deadlines and document work

	Executive Assistant
· Full time
	Brandywine
	M - F

9 am – 5 pm
	· Bachelor degree or equivalent experience
· Exceptional proficiency with all Microsoft Office applications and Outlook is required

· Three years of progressively responsible administrative experience is required Experience in a medical setting preferred
· Must be detail oriented
· Excellent written and oral communication skills
· Excellent organizational skills and the ability to handle multiple tasks

	Physician – Family Practice

· Full time
	Beltsville

BAPS Shanti Clinic
	Part time hours TBD 

and some weekends

	· Valid Maryland medical license, Maryland CDS, and DEA
· Board certification or eligibility in a primary care specialty.  Board certification preferred, certification expected within one year of employment
· Experience in community or public health setting preferred but not required
· Professional independence, flexibility, and a desire to work as part of a team in a non-profit, patient and community oriented setting.  Demonstrated competency to work with persons from a variety of cultures and lifestyles
· Proficient in Windows Microsoft Office Suite at a minimum
· Board certified

	Physician – Family Practice

· Full time
	Capitol Heights
	M - F

8 am – 4 pm 
	· Valid Maryland medical license, Maryland CDS, and DEA
· Board certification or eligibility in a primary care specialty.  Board certification preferred, certification expected within one year of employment
· Experience in community or public health setting preferred but not required
· Professional independence, flexibility, and a desire to work as part of a team in a non-profit, patient and community oriented setting.  Demonstrated competency to work with persons from a variety of cultures and lifestyles
· Proficient in Windows Microsoft Office Suite at a minimum
· Board certified


