JOB POSTING
December 10, 2010

ADMINISTRATIVE MEDICAL ASSISTANT

Duties:
· Responsible for greeting patients, family members, and visitors.

· Acts as a facilitator in determining that the most appropriate needs or services are completed.  
· Collects and processes patient demographic, financial, diagnoses and procedure code information.  
· Reviews with and assists patients in understanding their third party coverage and payment arrangement for services.  Inputs incoming payments and other data entry needs. 

Minimum Knowledge, Skills, and Abilities: 
1. High school diploma (or equivalent) required.  Additional courses in computer science, medical terminology, and insurance coding preferred.

2. Previous medical office experience required.

3. Bilingual (Spanish/English) preferred.

Center:  Baps Temple - Beltsville
Salary:  Starting salary dependent on qualifications

Hours:
  Full time - 80 hours per pay period

To be considered for this position:

Internal candidates - complete a Position Transfer form and forward to HR

External candidates - fax resumes to HR at 301 599-0463

