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Position: Clinic Assistant 
 

	
	
	
	
	
	

	FLSA Status:
	[  ] Exempt
	[ ] Non-Exempt

	
	
	
	
	
	

	Reason for Evaluation:    [  ] Introductory    [  ] Annual  [  ] Transfer   [  ] Other: ___________________           

	POSITION PURPOSE

	Provides assistance to physicians, mid-level providers and other staff in a clinical
environment.  Assists with providing a safe, clean setting for patients during their clinic 
visits. Utilizes appropriate equipment and resources under supervision of
physician/mid-level provider in the provision of clinic services and care.  Provides 
clerical duties as required.
OSHA Bloodborne Pathogens Class I 


	POSITION QUALIFICATIONS

	Education:
High school graduate or equivalent and a graduate of an accredited Vocational Nursing, Medical Assistant or Nursing Aide school

	Licenses/Certificates:
Licensed Vocational Nurse, Certified Medical Assistant, Certified Nurse’s Aide, and Current CPR certification



	Job Qualifications:
· Effective oral and written communication skills.
· One year of experience in a medical setting preferred
· Duties of the position require extended periods of standing and walking. Bending, stooping, twisting, reaching, and lifting up to 15 pounds. Occasional heavy lifting when moving or supporting patients who may suddenly become weak or helpless. 


	PHYSICAL REQUIREMENTS

	• Working environment is generally favorable                                                                                                                                                                      • There is little exposure to risk in the form of disease, radiation, and disoriented or combative patients
• Little potential for exposure to blood and body fluids
• Personal protective equipment required for risk procedures
• May be requested to be on standby and work extended shifts in situations, which administration considers an emergency.

	Activity
	Occasionally
	Frequently
	Continuously
	% of hrs.

	
	(1-33%)
	(34% to 66%)
	(67% to 100%)
	 

	a. Sitting
	 X
	
	 
	 

	b. Walking
	
	 X
	 
	 

	c. Standing
	
	 X
	 
	 

	d. Bending
	
	 X
	 
	 

	e. Squatting
	
	 X
	 
	 

	f. Climbing
	
	X 
	 
	 

	g. Kneeling
	
	 X
	 
	 

	h. Twisting
	
	 
	 
	 

	i.  Lifting
	
	 
	 X
	 

	j.  Pushing
	
	 
	 
	 

	k. Pulling.
	
	X
	 
	 

	VISUAL AND HEARING REQUIREMENTS

	Yes
	Must be able to see with corrective eye wear

	Yes
	Must be able to hear clearly with assistance

	Other
	May be exposed to infectious and contagious diseases.

	
	May be exposed to blood and body fluids.

	
	Personal protective equipment required for at-risk procedures.

	
	May be in contact with patients under a wide variety of circumstances.

	
	Able to handle emergency or crisis situations.

	
	May be requested to be on standby and work extended shifts in emergent situations.

	
	
	
	
	
	

	I have reviewed these job requirements and verify that I can perform the minimum requirements and essential functions of this position.

	Legal Disclaimer:  This is not a contract of employment and job duties and responsibilities may change and additional job duties may be requested.

	
	
	
	
	
	

	Employee Signature:
	 
	Date:
	 

	
	
	
	
	
	

	Validation Method

	The following methods are acceptable means of assessing department specific or unit specific annual competencies.

	O
	Observation:  Direct observation by a supervisor, designated evaluator, preceptor or team while the employee demonstrates the skill in the work setting, (the preferred method) or in simulated settings, such as skill labs, mock codes, or drills.

	D
	Demonstration:  Return demonstration by the employee during a departmental in-service, (The key is that the training by itself does not ensure competence---competence can only be assessed by performance).

	C
	Cognitive:  Written and/or verbal or demonstration of knowledge, I.e. tests, discussions, etc.

	R
	Documentation Review:  Review of medical record documentation, written reports, written plans, etc.

	 
	
	
	
	
	 

	Indicators of Performance Level

	1
	Unacceptable
	Often fails to complete work on time:  errors and mistakes are common.  Work requires close supervision on consistent basis, no follow through, lacks conscientious approach to job.

	2
	Needs Improvement
	Work is usually completed on time:  may occasionally miss deadlines or produce work of unacceptable quality.  Needs close supervision on complex tasks.

	3
	Meets Requirements
	Volume of work produced meets job requirements  completes assigned tasks on time.  Errors occur infrequently or are of a minor nature.  Follows through on assignments.

	4
	Exceeds Requirements
	Very accurate, mistakes are rare; volume of work is above requirements of position.  Strives to work efficiently.  Handles complex and routine tasks with little direction, good follow through.

	5
	Distinguished
	Consistently can be relied upon to execute all levels of responsibility with minimal direction.  Far more work is completed than is typical; work is of the highest quality.  Concerned with own work efficiency as well as the efficiency of the department.

	General Duties
	Validation Method
	Rating (1=low thru 5=high) see key above

	
	
	Score
	Comments Required for Score 1 and 5

	
	
	
	
	

	Acknowledges public when entering the building with a friendly smile and positivity.
	 
	 
	 
	

	Performs Initial Assessment of Clinic Patients.
	
	
	
	

	Obtains and documents patient’s chief complaint, history, current medications, and allergies as evidenced in chart review
	
	
	
	

	Assesses and records patients’ vital signs (blood pressure, heart rate, temperature, and respirations) weight and height/length measurements as appropriate 
for age as evidenced in chart review
	
	
	
	

	Assist with and prepares patients for exams and procedures after assessing patients’ understanding and consent
	
	
	
	

	Applies or changes dressings as required
	
	
	
	

	Assist physician with minor surgical procedures performed in the clinic
	
	
	
	

	Performs basic life support skills in an emergency situation
	
	
	
	

	Coordinates Clinic Service for Patients
	
	
	
	

	Obtains and accurately labels blood and urine samples
	
	
	
	

	Tests blood and urine specimens as determined by experience and training. Routes all other tests to proper laboratories in accordance with OSHA recommendations and policies/procedures of the Clinic
	
	
	
	

	Administers medication only under the direction of the physician/mid-level provider and immunizations along with proper patient counseling as set forth in policies and procedures without incidence of adverse outcomes
	
	
	
	

	Provides care appropriate for the neonate, pediatric, adolescent, and geriatric patients served based on demonstrated knowledge of the principles of growth and development over the life span
	
	
	
	

	Assesses and interprets data on neonate, pediatric adolescent, and geriatric patients; status to identify patients’ requirements relative to their age-specific need and provides care needed as stipulated in departmental policy
	
	
	
	

	Maintains patient’s files
	
	
	
	

	Prior to examination, obtains subjective information related to patient’s perception of health
	
	
	
	

	Collects necessary information received concerning x-ray and Laboratory reports, data from referring physicians, and surgical or other procedure reports for the patient’s files
	
	
	
	

	Enters medications and drugs administered and any reaction into the medical records
	
	
	
	

	Maintains Supplies and Equipment
	
	
	
	

	Maintains a current inventory of supplies and periodically reviews the stock levels and reports when supplies need to be ordered
	
	
	
	

	Maintains inventory stock forms as required by the State Pharmacy Board, Texas Department of Health, Medical Arts Hospital and Clinic
	
	
	
	

	Maintains and cleans exam rooms and laboratory in a safe manner
	
	
	
	

	Cleans and cares for equipment and utensils immediately after procedures and prepares for surgical instruments to be processed by hospital personnel
	
	
	
	

	Frequently evaluates equipment to assure proper functioning. If equipment is not functioning correctly files a work order for maintenance and/or reports to supervisor
	
	
	
	

	Completes weekly nursing duties as assigned
	
	
	
	

	Maintains confidentiality while working with confidential matters on a daily basis
	
	
	
	

	Provides service direct to patients while maintaining a positive patient relations atmosphere
	
	
	
	

	Interacts with patients, family members, Medical Staff members and other department managers on a continuous basis
	
	
	
	

	Follow aseptic procedures and procedures for using precautions when involved in direct patient contact or handling potentially infectious materials
	
	
	
	

	Complies with Policy and Procedure as set for the by Medical Arts Hospital.
	
	
	
	

	Attends all mandatory staff meetings and other required hospital meetings
	
	
	
	

	General Duties Total Score
	 
	0
	 
	

	Validation Method
	

	The following methods are acceptable means of assessing department specific or unit specific annual competencies.
	

	O
	Observation:  Direct observation by a supervisor, designated evaluator, preceptor or team while the employee demonstrates the skill in the work setting, (the preferred method) or in simulated settings, such as skill labs, mock codes, or drills.
	

	D
	Demonstration:  Return demonstration by the employee during a departmental in-service, (The key is that the training by itself does not ensure competence---competence can only be assessed by performance).
	

	C
	Cognitive:  Written and/or verbal or demonstration of knowledge, I.e. tests, discussions, etc.
	

	R
	Documentation Review:  Review of medical record documentation, written reports, written plans, etc.
	

	 
	
	
	 
	 
	 
	

	Indicators of Performance Level
	

	1
	Unacceptable
	Often fails to complete work on time:  errors and mistakes are common.  Work requires close supervision on consistent basis, no follow through, lacks conscientious approach to job.
	

	2
	Needs Improvement
	Work is usually completed on time:  may occasionally miss deadlines or produce work of unacceptable quality.  Needs close supervision on complex tasks.
	

	3
	Meets Requirements
	Volume of work produced meets job requirements  completes assigned tasks on time.  Errors occur infrequently or are of a minor nature.  Follows through on assignments.
	

	4
	Exceeds Requirements
	Very accurate, mistakes are rare; volume of work is above requirements of position.  Strives to work efficiently.  Handles complex and routine tasks with little direction, good follow through.
	

	5
	Distinguished
	Consistently can be relied upon to execute all levels of responsibility with minimal direction.  Far more work is completed than is typical; work is of the highest quality.  Concerned with own work efficiency as well as the efficiency of the department.
	

	Customer Service
	Validation Method
	Rating (1=low thru 5=high) see key above
	

	
	
	Score
	Comments Required for Score 1 and 5
	

	
	
	
	
	

	Treats customers as the most important part of the job
	 
	 
	 
	

	Listens to customers without interruption.
	 
	 
	 
	

	Demonstrates a willingness to accept extra assignments. Effectively prioritizes assignments.
	 
	 
	 
	

	Maintains positive relationships with internal and external customers. Is effective in interacting with others and problem solving.
	 
	 
	 
	

	Proactive in meeting customer’s needs. Responds promptly to customer needs or requests.
	 
	 
	 
	

	Handles inquiries, both in person and by telephone, professionally and efficiently with  
courtesy, poise, and tact.
	 
	 
	 
	

	Keeps Team Leader informed of problems, recommends solutions.
	 
	 
	 
	

	Customer Service Total Score
	 
	0
	 
	

	Validation Method
	

	The following methods are acceptable means of assessing department specific or unit specific annual competencies.
	

	O
	Observation:  Direct observation by a supervisor, designated evaluator, preceptor or team while the employee demonstrates the skill in the work setting, (the preferred method) or in simulated settings, such as skill labs, mock codes, or drills.
	

	D
	Demonstration:  Return demonstration by the employee during a departmental in-service, (The key is that the training by itself does not ensure competence---competence can only be assessed by performance).
	

	C
	Cognitive:  Written and/or verbal or demonstration of knowledge, I.e. tests, discussions, etc.
	

	R
	Documentation Review:  Review of medical record documentation, written reports, written plans, etc.
	

	 
	 
	 
	 
	 
	 
	

	Indicators of Performance Level
	

	1
	Unacceptable
	Often fails to complete work on time:  errors and mistakes are common.  Work requires close supervision on consistent basis, no follow through, lacks conscientious approach to job.
	

	2
	Needs Improvement
	Work is usually completed on time:  may occasionally miss deadlines or produce work of unacceptable quality.  Needs close supervision on complex tasks.
	

	3
	Meets Requirements
	Volume of work produced meets job requirements  completes assigned tasks on time.  Errors occur infrequently or are of a minor nature.  Follows through on assignments.
	

	4
	Exceeds Requirements
	Very accurate, mistakes are rare; volume of work is above requirements of position.  Strives to work efficiently.  Handles complex and routine tasks with little direction, good follow through.
	

	5
	Distinguished
	Consistently can be relied upon to execute all levels of responsibility with minimal direction.  Far more work is completed than is typical; work is of the highest quality.  Concerned with own work efficiency as well as the efficiency of the department.
	

	 
	 
	 
	
	
	 
	

	Organizational Values
	Validation Method
	Rating (1=low thru 5=high) see key above
	

	
	
	Score
	Comments Required for Score 1 and 5
	

	Encourage - we will encourage one another to do the right thing at all times and in all 
situations.
	 
	 
	 
	

	Motivate - we will motivate one another and provide positivity and encouragement even during difficult times.
	 
	 
	 
	

	Positivity - we take ownership of our attitudes and will provide a positive, gossip free
environment so that we can do our best work.
	 
	 
	 
	

	Ownership - we accept personal accountability for our attitudes, our actions, and our 
behavior.
	 
	 
	 
	

	Work Together - we foster an atmosphere of trust, collaboration, openness, and 
communication
	 
	 
	 
	

	Effort - we will ensure our teams have the skills, capacity and environment to enable them to provide the best patient care insuring each patient receives the very best effort of our staff.
	 
	 
	 
	

	Respect - we promise to honor the dignity, individuality and rights of everyone, working together in an environment of mutual respect and collaboration. 
	 
	 
	 
	

	Organizational Values Total Score
	 
	0
	 
	

	 
	

	Standards of Safety
	Validation Method
	Rating (1=low thru 5=high) see key above
	

	
	
	Score
	Comments Required for Score 1 and 5
	

	Follows facility's safety and infection control guidelines and policies. 
	 
	 
	 
	

	Provides complete and accurate response to safety questions.
	 
	 
	 
	

	Knows all Facility Emergency Codes and understands what to do in the event of a code 
and/or drill.  
	 
	 
	 
	

	Speaks up for safety and reports potential safety issues to leader or appropriate individual.
	 
	 
	 
	

	Follows health and safety guidelines and actively participates in safety training sessions
and improvement initiatives.
	 
	 
	 
	

	Maintains an organized and clean work area to ensure general safety.
	 
	 
	 
	

	Safety Total Score
	 
	0
	 
	

	 
	 
	 
	 
	 
	 
	

	Validation Method
	

	The following methods are acceptable means of assessing department specific or unit specific annual competencies.
	

	O
	Observation:  Direct observation by a supervisor, designated evaluator, preceptor or team while the employee demonstrates the skill in the work setting, (the preferred method) or in simulated settings, such as skill labs, mock codes, or drills.
	

	D
	Demonstration:  Return demonstration by the employee during a departmental in-service, (The key is that the training by itself does not ensure competence---competence can only be assessed by performance).
	

	C
	Cognitive:  Written and/or verbal or demonstration of knowledge, I.e. tests, discussions, etc.
	

	R
	Documentation Review:  Review of medical record documentation, written reports, written plans, etc.
	

	 
	 
	 
	 
	 
	 
	

	Indicators of Performance Level
	 
	 
	 
	 
	 
	

	1
	Unacceptable
	Often fails to complete work on time:  errors and mistakes are common.  Work requires close supervision on consistent basis, no follow through, lacks conscientious approach to job.
	

	2
	Needs Improvement
	Work is usually completed on time:  may occasionally miss deadlines or produce work of unacceptable quality.  Needs close supervision on complex tasks.
	

	3
	Meets Requirements
	Volume of work produced meets job requirements  completes assigned tasks on time.  Errors occur infrequently or are of a minor nature.  Follows through on assignments.
	

	4
	Exceeds Requirements
	Very accurate, mistakes are rare; volume of work is above requirements of position.  Strives to work efficiently.  Handles complex and routine tasks with little direction, good follow through.
	

	5
	Distinguished
	Consistently can be relied upon to execute all levels of responsibility with minimal direction.  Far more work is completed than is typical; work is of the highest quality.  Concerned with own work efficiency as well as the efficiency of the department.
	

	Standards of Quality, Improvement, & Innovation
	Validation Method
	Rating (1=low thru 5=high) see key above
	

	
	
	Score
	Comments Required for Score 1 and 5
	

	Works toward continuous improvement based on customer needs, and challenges with work processes. Contributes new ideas, makes helpful suggestions for change.
	 
	 
	 
	

	Maintains continuous focus on improving departmental and facility quality initiatives and
HCAHPS scores.
	 
	 
	 
	

	Complies with the national patient safety goals.
	 
	 
	 
	

	Standards of Quality, Improvement, &
 Innovation Total Score
	 
	0
	 
	

	
	
	
	
	
	
	

	Category (Weight)
	Number of Points
	Number of Standards
	Average
	

	General Duties (30%)
	0
	15
	0.00
	

	Customer Service (30%)
	0
	7
	0.00
	

	Organizational Values (20%)
	0
	7
	0.00
	

	Safety (10%)
	0
	6
	0.00
	

	Quality Improvement & Innovation (10%)
	0
	3
	0.00
	

	Total Rating
	0
	38
	0.00
	

	Key Accomplishments:
	 
	

	Training & Development Needs:
	 
	

	Goals for Next Year: 
	 
	

	Supervisor Comments: 
	 
	

	Employee Signature:
	 
	 
	 
	Date:
	 
	

	Employee’s Comments:
	 
	

	Supervisor's 
Signature
	 
	 
	 
	Date:
	 
	

	Department Head
Signature
	 
	 
	 
	Date:
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