	Procedures
	Date/Initials

	Vital signs: T/P/R/BP
	

	a. Adults

b. Children
	

	c. 
	

	Prepare patient and room for exam
	

	a. OB/GYN

b. Physical Exam

c. Cryotherapy

d. Simple surgery
	

	e. 
	

	f. 
	

	g. 
	

	Graph Height and Weight for Infant
	

	Length/Weight/Head Circumference/ Infant
	

	Height and Weight 

a. Adult

             b.   Child
	

	
	

	Vision Screening
	

	Auditory Screening
	

	Perform Gross Urinalysis
	

	Perform Hemmocult
	

	Obtain cultures

a.   Throat

b.   Wound

c.   Urine

d.   Stool
	

	b. 
	

	c. 
	

	d. 
	

	Simple Dressing Change
	

	Stock Rooms
	

	Check in patients using appropriate stamps
	

	Set up sterile packs
	

	Equipment and supply inventory
	

	Suture removal
	

	EKG
	

	Pregnancy testing/charting/using stamp
	

	Set up and assist with complex procedures
	

	Assist with ordering supplies and meds
	

	Identification of need for immunization update
	

	Provider communication, (personal availability and schedule changes)
	

	Computers on and EMR running prior to first patient
	

	Maintain diabetic list on monthly basis. Schedule those in need of visit
	

	Review prior visits and prepare needed supplies for current visit, (labs, E.R. records, x-ray results, dressing supplies etc)
	

	Address tests associated with Chief complaint, i.e., if reporting hearing problems do an auditory assessment, if reporting SOB get pulse ox, etc)
	

	Finger stick blood sugars for all diabetics
	


Medical Assistant (Level I) Skills Inventory Checklist
Name and Department:
	Clerical Tasks
	

	Telephone Etiquette

a. Patient communications

b. Urgent situation assessment/complaints
	

	Complete lab requests in a timely manner
	

	Patient Authorization/Documentation
	

	Schedule Appointments
	

	Initiate outside referrals (include tests/surgery)
	

	Prescription refill after M.D. order
	

	Charge Tags

a. Coding: advanced ICD 9 and CPT coding

b. Batching
	

	Provide patient education and define responsibilities
	

	
	

	Computer Skills
	

	1.  Basic functions / knowledge of Microsoft Windows
	

	Program Proficiencies
	

	EAS
	

	1. Appointment Look Up
	

	
	

	EMR
	

	1.  Patient search
	

	2.  Visit creation / Data entry
	

	a. Master Im Template
	

	b. Vital Signs Template
	

	c. Nurse Documentation
	

	3. Retrieve scanned information
	

	4. Workflow / Inbox process
	

	5.  Telephone Call Template (i.e. refills)
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	








