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MEDICAL ASSISTANT II -
North Coast Family Health Center
                   Date Posted: 01/31/12 FULL TIME - Days

Principal Job Duties:

· Greets patients and orients them to the NCFHC intake procedure if necessary
· Obtains/records vital signs; Records chief complaint; Updates allergy and medication information. 
· Obtains appropriate specimens from patient before exam; Ensures patient bio information is correct; Ensures proper documentation and completeness of patient charts
· Performs procedures as ordered by providers and as outlined in the NCFHC Policy and Procedure Manual
· Assists licensed staff in performing various treatment procedures
· Ensures that exam rooms and intake equipment are clean and available
· Maintains a sufficient and non-expired stock of supplies, forms and medications in exam rooms and/or nursing stations, properly disposing of outdated supplies and medications
· Assists as needed in obtaining prior authorizations, fulfilling prescription requests, responding to phone messages, routing test results and other documentation
Qualifications:

· Completion of a Medical Assistant training program and/or minimum six-months physician office experience and/or EMT training and experience 
· Phlebotomy certification required
· Proof of training to administer IM, SQ, and Inhaled Meds required
· Current CPR certification
· Fluency in written and spoken English required

· Ability to communicate in Spanish highly desirable
· Capable of performing position related physical requirements
Pay Range:  $15.78 - $20.71 per hour

Applications accepted until position filled 
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