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JOB DESCRITPTION 


TITLE:


Status Neutral Medical Assistant  (Stay Connected)  
REPORTS TO:

Director of Health Promotion & Community Engagement  
CLASSIFICATION:

Non-Exempt 
EXPOSURE RISK:

Category I

SUMMARY:
The purpose of this position is to assist the PrEP navigation team, case management, medical, education and prevention with retention services for people living with HIV. Implementation of CDC Stay Connected Program and Activities. 

DUTIES AND RESPONSIBILITIES:
1. Accurate, timely charting of patient encounters, including but not limited to patient history, physical exams, diagnostic findings, lab and test results, consultations with other providers, diagnoses, discharge instructions and prescriptions.

2. Assist in the collection and processing of blood fluid specimens.

3. Compliance with clinic and HIPAA policies, including those relating to confidentiality of patient information.

4. Assist in scanning and compiling paper medical records into the Electronic Medical Records system.

5. Coordination of retention services for people living with HIV. 

6. Assist in the continued implementation of PrEP services and appointment scheduling at Westbrook Clinics, while also ensuring that individuals at higher vulnerability for HIV acquisition receive PrEP education, referrals, tested for HIV/STIs and obtain PrEP medical appointment.

7. The registered MA will have a caseload of clients and will conduct client-centered education and adherence counseling services with a focus on patient acquisition, engagement and retention.

8. Provide HIV and STI testing as needed.

9. Responsible for ordering labs for PrEP/nPEP clients

10. Implementation of Stay Connected for Your Health program

11. Must attend all four agency wide events. (PRIDE, World AIDS Day, Back to School, VIDA patient conference)

12. Position requires a flexible work schedule that includes evenings/weekends. Outreach activities occur outside normal working hours (8:00 AM - 5:00 PM, Monday through Friday). 
13. Perform other duties as assigned.
JOB QUALIFICATIONS:
High School Diploma or Equivalent.

Completion of Medical Assistant course, registered as a Medical Assistant. Minimum of six months related experience. Experience with medical terminology preferred.

· A responsible and mature individual with a passion for medicine.  Working knowledge of Microsoft Office, specifically Outlook, Word & Excel. Must be able to work under conditions of constant interruption and be able to stay on task.

· Ability to participate effectively as a team member. Willingness to work a flexible schedule when circumstances necessitate. Knowledge of primary care and HIV medicine. Commitment to team approach to patient services. Commitment to patient education. Commitment to the purpose and goals of Westbrook Clinic and agreement with Westbrook Clinic’s philosophy. 

· Ability to speak fluent English; ability to handwrite legibly; ability to read and interpret documents such as safety rules, operating and maintenance instructions and procedure manuals; ability to write routine reports and correspondence; ability to speak effectively before groups of customers or employees of organization; ability to add, subtract, multiply, and divide, in all units of measure, using whole numbers, common fractions, and decimals; ability to compute rate, ratio, and percent and to draw and interpret bar graphs; ability to apply common sense understanding to carry out instructions furnished in written, oral, or diagram form. Ability to deal with problems involving several concrete variables in standardized situations.

· Working knowledge of thermometers, EKG machine, Glucometer, Defibrillator, and blood pressure machine.  Requires frequent use of personal computer, including word processing and spreadsheet programs; telephone, copy machine, fax machine, and automotive vehicle. 

· A constitution to work under the rigors of delivering medical care.  While performing the duties of this job, the employee is frequently required to stand, and walk for extended periods of time as well as sit and talk or listen. The employee is occasionally required to use hands to finger, handle, or feel objects, tools, or controls; and reach with hands and arms. The employee must occasionally lift and/or move up to 25 pounds. Vision corrected in normal range and hearing corrected in normal range.
· Bilingual (English & Spanish) preferred. 

· Flexibility to travel, if needed.

PHYSICAL ACTIVITIES AND REQUIREMENTS:

Finger Dexterity:
Using fingers to make small movements such as typing or picking up small objects.

Talking:
Frequently conveying detailed or important instructions or ideas accurately, clearly, or quickly.

Hearing:
Able to hear average or normal conversations and receive ordinary information.

Repetitive Motions:
Frequently and regularly using the wrists, hands, and fingers.

Visual: 
Average, ordinary, visual acuity necessary to prepare or inspect documents or other materials.

Physical:
Sedentary work; sitting most of the time.  May have to lift folders, files, papers, audio/video equipment, and other such items weighing up to approximately 25 lbs.
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NOTE:  This job description is intended to describe the general nature and level of work performed.  It is not intended to serve as an exhaustive list of all duties, skills, and responsibilities required.  Additionally, this job description is not intended as an employment contract, implied or otherwise, and CommuniCare continues to maintain its status as an at-will employer.
Revised: 07.11.2022
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