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	Employee Name:
	
	Agency Unit:
	Nursing

	Classification:
	
	Reports to:
	Director of Nursing

	Class No.:
	
	Employment Status:  
	Part-Time

	Position Title:
	Certified Medical Assistant
	FLSA Status:
	Nonexempt

	Civil Service Status:
	Unclassified
	EEO Category:
	


															

The Certified Medical Assistant (CMA) will work directly under the Director of Nursing. The goal of this position will be to have a qualified clinician who will assist health care delivery and patient care management. 


ROLES AND RESPONSIBILITIES

Job duties include (but are not limited to) the following:

Clinical Duties: (may include, but not limited to):

· Taking medical histories
· Preparing patients for examinations
· Assists in healthcare delivery, and clinical outreach programs
· Assist with cleaning, stocking exam rooms and lab
· Assisting the provider during examinations and procedures
· Collecting and preparing laboratory specimens
· Performing basic laboratory tests
· Preparing and administering medications, including by intramuscular, intradermal, and subcutaneous injections—including vaccinations/immunizations, as directed by a physician or other licensed provider (e.g., a nurse practitioner or physician assistant)
· Phlebotomy
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Clerical Duties:

1. Reception duties including answering phones, and scheduling patients 
2. Clerical duties to include filing, data entry, insurance verification, transmit claims to insurance, etc.
3. Performs other related duties as assigned
4. Assist with public health functions and events


This job accesses, uses and discloses patient protected health and other confidential information:

1.  Only as it applies to job functions;
2.  In amount minimally necessary for intended purpose, and;
3.  In a confidential manner.

Position consists of up to 29 hours per week Monday – Friday with occasional weekend hours required (special events).


WORK ENVIRONMENT:

EQUIPMENT OPERATED:  The following are examples only and are not intended to be all inclusive.
Computers, printers, copy machines, and other standard business office equipment; and answering phones, lab equipment, autoclave, and centrifuge.

INHERENTLY HAZARDOUS OR PHYSICALLY DEMANDING WORKING CONDITIONS:
The employee is exposed to, must negotiate, use, or work with, or in the vicinity of: chemicals commonly found in an office environment (toner, correction fluid, etc.); upset or emotionally distraught individuals.  
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KEY COMPETENCIES:

This job description reflects the general details considered necessary to describe the essential functions of the CMA position, and shall not be considered a detailed description of all work requirements that may be inherent in the position, nor shall they prescribe or restrict tasks assigned. Changes to jobs may occur at any time. Reasonable accommodations will be made.

This job includes competency assessment pertinent to the knowledge, skills and abilities required.

KNOWLEDGE OF:
-Excellent Communication Skills
-Efficient in Microsoft Word and Excel
-Assisting in Data Collection 
-Handle routine and sensitive inquiries from public, groups, and public health officials

This position description in no manner states or implies that these are the only duties and responsibilities to be performed by the position incumbent.  My signature below signifies that I have reviewed and understand the contents of my position description.

MINIMUM QUALIFICATIONS

· Graduate of an accredited Medical Assistant Program.
· Certified or registered through a national agency.
· 18 years of age or older.
· Valid driver’s license.


________________________________________							
(Employee Signature)							(Date)



Created:  07/13/2026						                   E:\CMA 07.13.2026.docx
“One Team, One Goal:  Healthy Communities!”
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