SIX RIVERS PLANNED PARENTHOOD

JOB TITLE: CLINIC ASSISTANT

QUALIFICATION REQUIREMENTS:

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The
requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable
accommodations may be made to enable individuals with disabilities to perform the essential functions.

Strong commitment to the mission, policies, goals and philosophy of Planned Parenthood. Provide high quality
customer (client) service. Ability to work independently and as a team member. Excellent written and verbal
communication skills. Ability to work with diverse communities. Possess a warm, caring manner. Accuracy and
attention to detail essential. Ability to work with staff and the public. Ability to solve problems. Ability to handle a
wide variety of tasks. Understanding and sensitivity of people who are from various racial, ethnic, religious, and
age groups, and/or who are physically disabled and/or have a non-heterosexual orientation. Ability to read and
implement written instructions. Ability to physically assist a patient in distress. Professional appearance and
attitude. Availability to work flexible hours, as required. Bilingual skills helpful.

RESPONSIBLE TO: Center Manager and Team Leads for administrative and operational issues. Lead Clinician,
Clinician on Duty, or Medical Director for Medical Issues.

ESSENTIAL DUTIES AND RESPONSIBILITIES:
1. Work under the Center Manager in the day-to-day operation of medical clinics

2. Adhere to agency policies, procedures and protocols. This may include successfully completing agency,
regional, and/or state certification requirements.

3. Perform job functions in the following areas:

A. Front Office duties, including but not limited to:

e greet clients, answer phones, refer calls, make appointments

e prepare and assemble charts, checking for completeness, errors, signature and appropriate assembly

e process lab results

e maintain client records

e assess client finances, which may include verifying insurance, health plan authorization, running Medi-
Cal, certifying and running HAP cards, collect fees per agency guidelines, complete appropriate forms
and obtain signatures per agency policy

o complete related financial/statistical paperwork for clients, as appropriate

e copy/transfer charts as needed

e assess medical complaints

e monitor clinic flow

e input and update computer patient data information

B. Back Office duties, including, but not limited to:

¢ handle difficult counseling situations with clients on such subjects as rape, child abuse, etc.
e obtain medical history, interview and educate clients insuring informed consent

e obtain vital signs (blood pressure, weight, height, temperature)

o perform basic lab work (hemoglobin, pregnancy tests, urine dips)

o package specimens for outside lab tests, records lab results and triage abnormal results
e accompany client during visit and/or procedure, as necessary

e clean and sterilize equipment and exam rooms

e assist nurses and clinicians, as needed
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(Continued)
4. Comply with infection control, safety and emergency guidelines

5. Work to ensure client satisfaction. Establish rapport with clients, remaining cognizant of and
responsive to needs for medical and educational care delivered in a professional, expedient manner

6. Perform clerical and administrative duties, as required

7. Stock exam and interview rooms. Follow inventory control policies and assist in monthly inventory as
needed

8. Display initiative in maintaining a neat and tidy appearance in all areas of clinic

9. Prepare clinic for opening and secure for closing, as required, including balancing daily receipts

10. Follow PPFA medical standards and guidelines for clinic assistant, as well as other agency education and

medical protocols

SPECIFIC ADVANCED FUNCTIONS:
o follow-up of abnormal test results
¢ ordering and inventory maintenance (health education materials, forms, equipment)
e HIV pre- and post-test education and testing
e Charge entry (billing codes, diagnosis codes, payments, etc)

Perform pregnancy testing and options education:

e obtains medical history, interviews and educates clients ensuring informed consent

o performs basic lab work (pregnancy test)

e performs options and abortion education per agency protocols, makes appointments/refers for follow-
up medical services

OTHER DUTIES AND ABILITIES:

1. Keep current on relevant anatomy and physiology, methods of contraception, STIs, pregnancy,
adoption, early prenatal care, education techniques, community resources, agency protocols, referral
procedures, and all Planned Parenthood programs.

2. Assist initial training of new staff and volunteers by demonstration of techniques and procedures and by
observation.
3. Perform roles in the abortion clinic, such as receptionist, advocate, lab tech, or med. Assistant.

PHYSICAL REQUIREMENTS OF JOB: All of the job functions listed above involve to greater and lesser degrees
the following physical demands: Close vision, hearing/listening, clear speech-complete, touching, smelling,
walking, lifting and carrying up to 6 Ibs., stooping, bending, sitting and standing.

MENTAL REQUIREMENTS OF JOB: All of the job functions listed above involve to greater and lesser
degrees the following mental demands: Reading-complex, writing-complex, memorization, analyzing,
perception/comprehension, math skills, judgment, decision-making.

EDUCATION and/or EXPERIENCE:
High school diploma or equivalent. Experience in a medical setting desired. Reproductive health care experience
desirable.
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