
POSITION DESCRIPTION:           MEDICAL ASSISTANT 
 
 
GENERAL PURPOSE  
The Medical Assistant is a multi-skilled health professional who will work interdependently with 
other health care professionals to provide quality health care to the patient. 
                                                                                                   
SUPERVISION RECEIVED 
Works under the general direction of the Registered Nurse. In regards to the employee drug testing 
process--works under the supervision of the Medical Clinic Manager.  
 
SUPERVISION EXERCISED 
None 

 
ESSENTIAL DUTIES AND RESPONSIBILITIES 

• Interviews patients, measures vital signs (i.e., pulse rate, temperature, blood pressure, 
weight, and height), and records information on patients' charts. Ask patient if they need any 
prescriptions filled and record or call in refills for patient’s if they have refills left 

• Check chart and make sure current labs and other pertinent information is in chart related to type 
of doctor’s visit 

• Make sure all forms are filled out for well men/women and well child 
• Make sure procedure consent forms are in chart (do initial assessment required on forms) 
• Phlebotomy and collection of lab specimens. 
• Performing basic lab tests. 
• Tracks the routing of lab results.  
• Reports lab results to patients under the direction of Registered Nurse or physician. 
• Check immunizations, prior to administering thru Physicians orders. 
• Change dressings, applying bandages, removing sutures and other first aid procedures. 
• Performing EKGs. 
• Assisting the physician with exams and minor office surgery. 
• Preparing patients for examinations and performing routine screening tests.  
• Stock and order medical supplies. 
• Provide patient education with regards to medications, management of diseased and home 

treatments. 
• Performs administrative procedures which include telephonic messaging, submitting 

patient medication refills, and appointment scheduling. 
• Administer the Nation’s employee drug testing under the supervision of the Medical Clinic 

Manager 
• Performs other duties as assigned. 

 
 
MINIMUM QUALIFICATIONS 

• Requires a High School Diploma and National Medical Assistant Certificate.  
• Knowledge of Medical Terminology. 
• 3 + years of experience in a related field.  
• Familiar with standard concepts, practices, and procedures within a Medical Clinic 

setting. 



• Experience working in an outpatient setting – Family Medicine preferred (dealing with 
both adults & children) strongly preferred.  

• Basic computer skills required, i.e. Microsoft Windows. 
• Communicate effectively verbally and in writing. 
• Knowledge of Health Insurance Portability Accountability Act (HIPAA) and Privacy Act. 
• Must have a valid Arizona Driver’s License and be insurable with the Nation’s auto 

insurance policy and sustain insurability throughout the duration of employment. 
•  

 
PHYSICAL REQUIREMENTS 
The employee must occasionally lift and/or move up to twenty-five (25) pounds.  Specific vision 
abilities required by this job include close vision, distance vision, peripheral vision, depth 
perception and ability to adjust focus.  The noise level in the environment is typical of an office 
setting.  While performing the duties of this job the employee is required to sit; talk or hear; 
stand; walk; use hands to finger, handle or operate objects, tools or controls; and reach with hands 
and arms. 
 
Reasonable accommodation maybe made to enable individuals with disabilities to perform the 
essential functions. 
 
The duties listed above are intended only as illustrations of the various types of work performed.  
The omission of specific statements of duties does not exclude them from the position if the 
work is similar, related, or a logical assignment to the position. 
 
 
__________________________________________________      _________________________ 
 


