
 
                                                                   JOB DESCRIPTION   
 
POSITION:                    MEDICAL ASSISTANT  
 
SUPERVISOR:              REGISTERED NURSE 
 
SALARY RANGE:        $17.00- $20.00 HOURLY 1 FTE  
 
NATURE OF WORK:  The Medical Assistant duties include administrative functions such as 
answering phones, greeting patients, processing patient medical records in the EHR/RPMS 
computer systems, scheduling appointments, coordination of consultations and referrals for 
hospitalization, specialty care, labs/x-rays, etc appointments.  Clinic support duties include taking 
medical histories, recording vital signs, assisting during examination, collection/ preparation of 
lab specimens, drawing blood, taking electrocardiograms, removing sutures, etc.   
 
REPRESENTATIVE JOB DUTIES:  
1. Room patients for examination, obtaining chief complaint, vital signs, weight, medications, 

allergies, smoking history, pain assessment, date of injury, etc. 
2. Assist providers with procedures/treatments as necessary. 
3. Provide medical supplies to patients as indicated by the provider. 
4. Order supplies and/or equipment as required. 
5. Telephone responsibilities include taking messages for providers, returning patient calls, and 

coordinating with referral coordinator to set up outside appointments and/or referrals. 
6. Clean and stockrooms on a regular basis. 
7. Clean and maintain surgical instruments, using the autoclave for sterilizing instruments. 
8. Receive medical charts from medical records, completing and attaching appropriate forms, 

documents in Electronic Health Records. 
9. Responsible for drawing laboratory specimens, labeling accurately, centrifuging specimens 

as indicated, completing lab form correctly, obtaining correct insurance information to be 
included with lab forms and placing in locked box at end of day for pick up. 

10. Inventory medications in stock and re-order as indicated. 
11. Administer immunizations or therapeutic agents as ordered, documenting in chart and Child 

Profile Registry. 
12. Perform 12 lead EKG as ordered by provider 
13. Patient education (example: crutch walking/gait training, dressing changes, etc.). 
14. Perform other duties as assigned 

 
MINIMUM QUALIFICATIONS:  

1. High School diploma or a GED required. 
2. Must be currently credentialed as a Certified Medical Assistant (CMA). 
3. A minimum of three (3) years’ experience of clinical duties is required, preferably in a 

clinical practice setting including pediatrics, assisting minor procedures, immunization 
administration, injections and medications or equivalent work.     

4. Must have working knowledge and be proficient in Electronic Health Records. 
5. CPR and FIRST AID required at time of hire  



6. Must be able to work in a team environment and be able to work varied hours when 
necessary to accomplish the goals of the department. 

7. Must have ability to visually distinguish colors and obtain blood samples; manual 
dexterity to operate laboratory equipment and obtain samples from patients; and physical 
dexterity to re-position patients to obtain blood samples. 

8. Candidate must have a valid driver’s license and be eligible for the Tribe’s automobile 
insurance. 

9. Candidate must have an understanding of and sensitivity to the particular problems faced 
by the Native American community. 

10. Must be able to work in a team environment.  
11. Possession of a valid First Aid/CPR Card or ability to obtain certification within 30 

days after beginning employment. 
12. The selected candidate must successfully complete a pre-employment drug screen test, 

and a complete finger print background investigation, including relevant criminal history, 
prior to employment. 

 
APPLICATION INSTRUCTIONS 

1. Application must be filled in completely (Do not write see resume).  
APPLICATIONS THAT ARE NOT COMPLETELY FILLED OUT and 
TURNED IN BEFORE CLOSING DATE WILL NOT BE CONSIDERED  

2. Cover letter  
NOTE: Resumes are only accepted in support of the application. 
 
Behavior standards: Respectful, courteous, and friendly to customers, other tribal employees, and tribal 
leaders.  A team player that helps the organization meet its objectives.  Takes initiative to meet work 
objectives.  Effective communications with customers and other tribal employees.  Gets along with co-
workers and managers. Positively represents the tribe maintaining the trust Skokomish residents have place 
in each of us. Demonstrates honesty and ethical behavior. 

CONFIDENTIALITY:  The employee will be required to sign a confidentiality agreement.  Violation of 
this agreement can result in immediate dismissal. 
DRUG-FREE WORKPLACE POLICY:  The Skokomish Tribe is committed to providing a drug-free 
workplace for its employees, volunteers and the community it serves.  By Skokomish Tribal policy, this 
position requires pre-employment drug testing. 
PREFERENCE:  The Skokomish Tribe’s Indian Preference Policy applies to this position.  First 
preference will be given to qualified, enrolled Skokomish tribal members.  Second preference will be given 
to qualified Native American applicants who provide proof of enrollment in a federally recognized tribe.  
Applicants not entitled to, or who fail to claim Indian Preference, will receive consideration without regard 
to ethnic/national origin, marital status, sexual orientation, religion, disability status, or membership in the 
tribal organization. 
 
This position is at will and does not create a contractual relationship between the tribe and the employee.  
 
 
JOB DESCRIPTION APPROVAL: 
 
CEO: _________________________                         Date: _____________________ 
 
Employee: _____________________                         Date: _____________________ 


