WORK PROCESS

MEDICAL ASSISTANT

O*NET SOC CODE:  31-9092.00   RAPIDS CODE:  1085


APPROXIMATE HOURS
1. Receptionist Duties
200
a) Incoming and outgoing telephone calls

b) Schedule appointments and patients

c) Handle cancellations and no shows

d) Off the street customers

e) Emergency patients

f) Mail, fax, sales persons, and vendors

2. Office Procedures
300
a) care and maintain standard office equip

b) keep patient records updated

c) filing, retrieving material, and records

d) mailing list, tickler file, labels

e) billing update, billing by mail

f) typing

g) proper use of zip codes

h) use of proper inventory

i) Prepare and deposit daily receipts

j) check invoices received, compute 
extensions, and calculate discounts

k) Process and write checks

3. Medical Transcription
300
a) use of Medical terminology

b) transcription of medical reports, case 

histories, operative reports

c) use of medical abbreviations and symbols

4. Insurance

200
a) coding of insurance forms for 
medical treatments

b) processing accurately and 
completely all insurance forms

c) comprehend different types 
insurance coverage
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5. Safety

200
a) safety regulations in patient care

b) proper handling of handicapped patients 
(wheel chair, crutches, canes etc.)

c) proper disposal of contaminated equip. 
(rectal 
thermometers, vaginal speculums)

d) proper hygiene

e) methods of infection control

6. Physical Measures
400
a) Knowledge of taking pulse, temperature, 
respiration, blood pressure, height, weight

7. Minor Surgery (assist)
200
a) Prepare minor surgery tray

b) prepare skin aseptically

c) dressing and cast applications

d) remove sutures

e) clean, store or dispose of equipment after procedure

f) prepare patient mentally and physically

g) sterile techniques

h) application of dressing and bandage foot, wrist, arm, etc.

i) preparation of dressing tray

8. Examinations
600
a) patient preparation for:

1. gather routine history and physical exam

2. pelvic, eye, ear, and rectal

b) patient positioning sitting/lying sims, horizontal
recumbent, prone, jackknife, dorsal recumbent, 
knee-chest fowlers, semi fowlers

c) prepare equipment for endoscopic procedures, 
respiratory tests, physical therapy

9. Basic Laboratory
200
a) Tests: labeling, transportation, collections of 
blood, urine etc.

b) Instruct patients to collect and label urine, stool 
sputum, and other specimens

c) Give special instruction for diagnostic testing, 
x-ray procedures

d) Perform EKG's and pulmonary testing
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10. Nutrition and Diet
600
a) Basic Diets

1. diabetic, low fat, high protein, 1200 cal

b) knowledge of vitamins, minerals, proteins 

carbohydrates and fats

c) Patient instruction on adhering to prescribed diet.

11. Drugs and Medication
800
a) Understanding of:

1. commonly prescribed drugs

2. dosage, side effects, actions, contradictions and indications

3. medical abbreviations

4. system of measurement

5. drug classifications

6. methods of administering drugs and medication

b) State, federal and local drug laws

TOTAL HOURS
4,000
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