CERTIFIED MEDICAL ASSISTANT

Ravenswood Family Health Center seeks experienced Bilingual Spanish/English Certified Medical Assistants to assist physicians, mid-level providers and other care team members in the delivery of efficient and high quality healthcare. At Ravenswood the Medical Assistant is a very important member of the patient care team. 

Responsibilities include: Assisting providers with patient care & procedures, rooming patients, taking vitals, charting, injections, blood draws, referrals & orders, monitoring patient flow, answering phones, and some clerical or front office duties. 

Qualifications: 
* M.A. Certification with Strong back office skills and a minimum of 1 year of experience in a busy clinic setting. 

*Ability to communicate effectively in English and/or Spanish with Providers, Patients and Team Members in person and on the phone. 

* Dependable with good work ethic. 

* Strong critical thinker with attention to detail and ability to multi-task. 

*Quick learner, flexible with the ability to adjust pace to maintain efficient patient and clinic flow, 

* Experience working effectively with multi-cultural and economically diverse patients and clinic staff. 

* Ability to take direction as well as work independently. 

*Good Customer Service skills and commitment to our clinic's mission. 

* Participates in quality improvement programs and initiatives. 

* Computer literate with strong reading and writing skills. 


This is a full-time, benefited position 


To Apply: Human Resources 
1798A Bay Road 
East Palo Alto, CA 94303 
fax: 650-321-8576 
email: resumes@ravenswoodfhc.org 

Medical Assistant/Receptionist Position 

The ideal applicant MUST be bilingual in English and Chinese with strong written and verbal communication skills. More than one year experience in similar position preferred; well educated new graduates of medical assistant program and those with unrelated work experience will be considered. Candidates must have a track record of ability to manage time, be detail orientated, work efficiently and independently, and be able to multi-task. The office professional must have good attitude, willingness to learn new skills, and ability/willingness to correct deficiencies and errors when identified. 

Responsibilities include: answering phones, scheduling appointments, obtaining prior medical records, checking patients in/out, maintaining accurate patient personal and insurance information, collecting co-payments and balances due, obtaining physician referrals and insurance preauthorizations as needed, filing and other tasks as assigned. 

If interested, we will need to know the hours you can work and your career plan. Please include your work/salary history and requirement for pay? We will also need 3 references. Since this is a healthcare related job, background checking and drug screen may be needed for successful candidate. 

To apply, please send cover letter and resume in Word file to wwwxpw@yahoo.com

