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“Medical assistant is projected
to be one of the fastest grow-

ing occupations between 2004
to 2014”
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About the Program

Medical assistants serve an important role
on the healthcare team by performing a
wide variety of clerical and clinical skills. If
you are looking for a career that features
opportunities to work in the administra-
tive, laboratory, and patient care areas of a
physician’s office or clinic, hospital, surgical
center or other healthcare setting, medical
assisting may be just what you’re looking

for.

Program Goals

Students in this program will learn to:
e  Perform clerical procedures

e Provide patient care

e  Communicate effectively

e Instruct patients

e  Perform medical office operational
functions

e Demonstrate professionalism in a
healthcare setting

This career-focused and fast-track ap-
proach gives students the advantage of
achieving these goals within 4 to 6 months.
A certificate is awarded upon completion.

Admissions Process

e  Application
e High School Diploma or GED
e Career Counseling Session
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Job Responsibilities

The duties of medical assistants vary from
setting to setting. Medical assistants perform
administrative tasks, such as answering tele-
phones, greeting patients, updating and filing
patients' medical records, filling out insur-
ance forms, handling correspondence, and
scheduling appointments.

They may also perform some clinical proce-
dures that involve collecting lab specimens,
sterilizing lab equipment, or drawing blood.
Clinical medical assistants may instruct pa-
tients about medications, authorize drug
refills as directed, and prepare patients for
X-rays.

Medical Assistant Careers

Medical Receptionist
Medical Secretary
Patient Coordinator
Medical Insurance Clerk
Medical Lab Assistant
Admissions Clerk
Phlebotomist
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Labor Statistics

According to the latest research, about 6 out
of 10 graduates work in physician offices; 14
percent work in public and private hospitals;
and | | percent work in other healthcare of-
fices, such as chiropractors, optometrists, and
podiatrists. The rest work in outpatient care
centers, public and private educational ser-
vices, medical and diagnostic laboratories, and
nursing care facilities.

For more information about this program call
us @ (601) 352-5321.




