JOB POSTING

December 10, 2010


ADMINISTRATIVE MEDICAL ASSISTANT/CLINICAL MEDICAL ASSISTANT
Job responsibilities include front and back office
DUTIES:
CMA

1. Reviews charts for scheduled patients before clinic starts, and ensures that scheduled visits appear reasonable.  Ensures that needed lab or other results are on the chart.

2. Calls patient back to the exam room; initiates or updates the database; obtains and records vital signs and reason for visit; questions the need for medication refills; prepares the patient for the provider.  For new patients, have the patient sign and complete an Authorization to Release Medical Information form.  

3. Performs phlebotomy on all ages of patients, per the provider order.  Generates appropriate lab requisitions (State and Reference Lab) and processes appropriate specimens.  
4. Performs in house lab tests as ordered by the provider and completes appropriate forms and quality control.

5. Performs EKGs, pulse oximetry, peak flows, and other tests ordered by the provider.

6. Performs and reads the results of tuberculin skin test (PPD).  Positive or questionable results are referred to the provider or nurse.

7. Floats to other GBMS locations.

AMA

8. Responsible for greeting patients, family members, and visitors.

9. Acts as a facilitator in determining that the most appropriate needs or services are completed.  

10. Collects and processes patient demographic, financial, diagnoses and procedure code information.  

11. Reviews with and assists patients in understanding their third party coverage and payment arrangement for services.  Inputs incoming payments and other data entry needs. 
12. Performs other duties as assigned.

QUALIFICATIONS:

High School diploma (or equivalent) required.  Must have previous experience in a medical office setting and medical assistant training.  Phlebotomy experience required.  Additional courses in computer science, medical terminology, and insurance coding preferred.  Bilingual (Spanish/English) a plus.

Salary: 
Starting salary dependent on qualifications.

Hours:   
Part time or full time 
Locations:
Floats to several GBMS centers (St. Mary’s, Nanjemoy, Baden)
To be considered for this position:

Internal candidates - complete a Position Transfer form, attach your current resume and 

                                 forward to HR

External candidates - f
ax resumes to 301 599-0463 or email to mmccaskill@gbms.org

