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Amistad Community Health Center 
Certified Medical Assistant 

 
 
Title:  Certified Medical Assistant   
Supervisor(s):  Nurse Manager 
Department:  Medical 

FLSA Status: Non-Exempt  
  

 
Job Summary 
 
The CMA is part of a team that synchronizes patient, clinician, equipment, supplies, educational materials and 
records to insure a successful and valuable visit. The CMA’s responsibilities are related to patient care, clerical, 
exam room preparation and organizational.  
 
Duties and Responsibilities 
 

1. Patient care responsibilities may include: checking schedules and organizing patient flow; accompanying 
patients to exam or procedure rooms; assisting patients as needed with walking, transfer, dressing, 
collecting specimens, preparing for exam, etc.; collecting patient history; performing screenings per 
provider guidelines; assisting clinicians or nurses with various procedures; charting; relaying instructions 
to patients/families; answering calls and providing pertinent information.  

2. Clerical responsibilities may include: sending/receiving medical records, obtaining lab/x-ray reports, 
hospital notes, referral information, etc.; completing forms/requisitions as needed; scheduling 
appointments; verifying insurance coverage and patient demographics; managing charts to ensure 
information is competed and filed appropriately. 

3. Exam room responsibilities may include: setting up instruments and equipment according to protocol; 
cleaning exam/procedure rooms, instruments and equipment between patient visits to maintain infection 
control; cleaning sterilizer according to scheduled maintenance program and keeping appropriate 
records; ordering, sorting, storing supplies; restocking exam/procedure rooms; 

4. Organizational responsibilities may include: respecting/promoting patient rights; responding 
appropriately to emergency codes; sharing problems relating to patients and/or staff with immediate 
supervisor quickly. 

 
Education: High School diploma, medical assistant certification, some college preferred. 
 
Experience: Prefer minimum of one year experience as a CMA. 
 

1. KNOWLEDGE: Health care field and medical specialty (pediatric, etc.) 
2. Specific assisting tasks related to particular medical specialty. 
3. Information that must be conveyed to patients and families. 
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Skills: 
 

1. Perform tasks appropriately and efficiently 
2. Tact and diplomacy in interpersonal interactions 
3. Understanding patient education needs and how to share information with patients and families 

effectively 
 

Abilities: 
 

1. Communicate in English and Spanish 
2. Learn and retain information regarding patient care procedures 
3. Project a pleasant and professional image 
4. Plan, prioritize and complete delegated tasks 
5. Have compassion and caring in dealing with others 

 
Physical/Mental Demands: 
  
Must be able to use appropriate body mechanics and techniques when making necessary patient transfers and 
helping patients with walking, dressing, etc.  Must be able to lift 30 pounds of supplies. 
 
Environmental/Working Conditions:  
 
Combination of medical office and exam/procedure room settings. 
Well-lighted, well-ventilated, adequate space. Exposure to communicable diseases and other conditions 
common to clinic setting. 
 
 
 
The above information is intended to describe the most important aspects of the job. It is not intended to be construed as 
an exhaustive list of all responsibilities, duties and skills required in order to perform the work. The health center reserves 
the right to revise or change job duties and responsibilities as the business need arises. Additionally, this job description is 
not intended as an employment contract, implied or otherwise, and the Center continues to maintain its status as an at-will 
employer.  

 

If the essential functions of this position cannot be performed in a satisfactory manner by the employee, reasonable 
accommodations may be made. 

 
 
I hereby acknowledge that I have read and understand the above mentioned job duties, qualifications, 
policies, and procedures for this position.  I also certify that I received a copy of this job description. 
 
 
 
 ___________________________________________     ________________________ 
Signature         Date 
 
 


