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JOB SUMMARY:       
  
 Responsible for rendering professional clinical care within the medical practice in support of 

and as directed by the physician or other practitioner.  Professional clinical care includes direct 
patient care, as well as maintaining an accurate patient medical record.  The Medical Assistant 
will also have general responsibilities to assist in day-to-day operations of the office, to include 
EMR scribe.   

 
EDUCATION & EXPERIENCE: 
  

High school education or G.E.D. equivalent required.  Two years of experience in healthcare 
setting required. Graduate of an approved Technical School program for Medical Assistants 
preferred. National Certified Medical Assistant preferred.  One year of experience after 
completion of an approved Medical Assistant program preferred.  Must possess the sense of 
discipline to work in accordance with accepted clinical standards.  Must be capable of dealing 
tactfully and effectively with patients, family members of patients, other employees and 
physicians/practitioners. 

 
 TRAINING :  MACHINES/TOOLS/EQUIPMENT/WORK AIDS: 
 

Three months to become independently functional.  Athena EPM & EMR, PACS, outside 
radiology software, telephone, scanner, calculator, facsimile and copier.  Microsoft Office 
(Word, Excel, and Outlook).  Proper use of sharps and their disposal. 
  

JOB RELATIONSHIPS: 
  

Works under the direct supervision of Clinical Manager & Lead Medical Assistant.  Has daily 
contact with patients, patients’ families, physicians/practitioners, nursing staff and other 
medical assistants. 

 
WORKING CONDITIONS: 
 

Works in a clean, well-lit, heated/cooled and ventilated area.  
 

Position requires employee to be dressed in appropriate uniform 100% of the time; 25% of the 
time may require the employee to wear Personal Protective Equipment (PPE), including latex 
gloves, face mask, goggles and/or a surgical gown. 



 
Position will require frequent exposure to blood and/or body fluids.  Appropriate PPE will be 
provided. 

  
Exposure to hazardous materials may be frequent.  These materials are primarily laboratory 
agents and cleaning and disinfecting solutions. 

 
The Exposure Control and Hazard Communication plans of this practice detail all of these 
materials and the situations when exposure to blood and body fluids are likely to occur. 

 
Physical Demands:   
 

• Lifting 50+ pounds, 0-10% of the time and/or pushing 100+ pounds. 

• Ability to sit, stand, walk, bend and stoop for periods up to 10 hours per day. 

• Ability to work in a stressful environment. 
 

Additional physical demands include:  ability to grasp with both hands; pinch with thumb or 
forefinger; turn with hand/arm; reach above shoulder height; simultaneously operate clinical 
equipment and read gauges; simultaneously speak on the telephone and write; hold delicate 
instruments in a steady and firm manner. 

 
Vision:  Adequate to perform the essential functions of the job such as identifying brachial vein for 
venipuncture; reading instrument gauges. 

 
 Hearing:  Adequate to perform the essential functions of the job such as listening for circulatory 
 functions through stethoscope. 
 

Speaking:  Adequate to perform the essential functions of the job such as providing patient 
education regarding treatment plans/regiments. 

 
Dexterity:  Adequate to perform the essential functions of the job such as dressing changes, 
venipuncture, etc. 

 
Mental:  Adequate to perform the essential functions of the job such as recording accurate patient 
information and assisting with exams while coordinating other services. 

 
OTHER: 
 
 Employee must be aware of and fully support OrthoGeorgia’s policy on Customer Service as well 

as his/her commitment to Customer Service.  Must have demonstrated ability to deliver services 
to physician, patients and fellow employees with compassion and in a responsive, courteous and 
concerned manner in accordance with Policy 2.24. 

 
MAJOR JOB DUTIES: 
 
13. Calls patients from the reception area and greets them in a professional manner. 
14. Places the patient in the examination room.  Takes appropriate history and physical information, 

verifying chief complaint for current visit, obtains pertinent vital signs and enters all into patient’s 
medical record. 

15. Assists physician/practitioner with examination and treatment of patient. 
16. Makes referrals for outpatient studies. 

17. Will, prior to patient visit, ensure the following: 



 a.  All equipment in exam room is clean and properly set-up, including wiping down all 
     tables between patients. 

18. Cleans, checks syringe boxes and restocks examination rooms after use (at end of day). 
19. Reviews charts prior to patient appointment to ensure all pertinent reports, etc. are accounted 

for. 

20. Screens telephone calls for the physician/practitioner.  Takes clinical messages within the limits 
of his/her knowledge and practice policy.  May answer patients’ inquiries with respect to medical 
questions within the limits of knowledge and practice policy. 

21. Selects surgery dates and refers patient to surgery scheduler for pre-op appointment and will set 
up any necessary pre-operative tests. 

22. Prepares all diagnostic reports for availability to physician.  Ensures they are appropriately 
reviewed and/or initialed prior to filing in the medical record. 

23. Wound care and dressing changes. 
24. Application of splints and casts. 
25. Assist other medical assistants with EMR according to schedule. 

26. Maintain all clinical equipment within your abilities.  Evaluate all clinical equipment for damage 
and report same to Clinical Manager. 

27. Will learn front office activities as they relate to answering the telephone (using EMR), 
scheduling patient appointments (using EPM) and making computer entries. 

28. Maintain strict confidentiality. 
29. Respond to voice messages within 8 hours. 
30. Arrange for coverage in your scheduled absence (notifying Clinical Manager). 
31. Perform other related duties as required. 
  

  
  
  
  
  
  

  
  
  
  
 
This job description in no way states or implies that these are the only duties to be performed by the 
employee occupying this position.  Employees will be required to follow any other job-related instructions 
needed to perform any other job-related duties requested by their supervisors and/or other management 
as required.  OrthoGeorgia reserves the right to revise or change job duties and responsibilities as the 
need arises.   
 
I have been given the opportunity to read and ask questions concerning my job position. I understand 
that this job description does not constitute a written or implied contract of employment for any term.  
 
Employee Signature: ________________________________________    Date:_____________ 
 
Manager Signature: __________________________________________  Date: _____________ 
 
 


