6.  Medical Administrative Assistant Job Description
The requirements for this job in its capacity at Green Hills Direct Family Care will include administrative and clinical duties. 
The following is a list (not inclusive or exclusive) of duties required/expected of a Medical Administrative Assistant at GHDFC and can change at any time within the scope of the training and experience of the Medical Administrative Assistant per the employer:
-Provide clerical support to other medical staff 
-Answering phone, patient questions, scheduling appointments
-Greet, screen, and direct patients to exam rooms
-Aid in coordinating all activities for physician and office
-Aid in maintaining daily schedule for clinical, academic and administrative tasks
-Calling patients with labs/test results/triaging patient medical issues or questions for physician or provider
-Proper documentation of any communication of any kind with the patient to include nature of communication, date and time of said communication.
-Management of patient records including obtaining, verifying and updating/uploading, transferring.
-Maintain routine files and assist in establishing office systems
-Prepare documents, notes, charts, forms for office
-Obtain, verify, and update patient information
-Prepare and process correspondence and emails 
-Draft letters for physicians and other clinical staff
-Billing and inventory of in-house pharmacy
-Dispensing (per a specific role delineated by in-house pharmacy policy with physician oversight) from in-house pharmacy 
-Management, tracking and ordering of necessary inventory for office.
-Assist in the care and maintenance of office equipment
-Assist the physician or provider with medical procedures, drawing labs, administering immunizations or IM injections, taking vital signs, performing EKG’s, peak flows, spirometry, administering mini-nebulizers and other routinely performed in-office services consistent with the training of a medical assistant  
-Maintaining the expectations/standards dictated by HIPPA/HITECH policies and procedures.
-Sign and abide by non-solicitation, non-disclosure and confidentiality agreement in the office and outside of the office at all times during employment  
