Medical Assistant Job Description
Mission: Kachemak Bay Family Planning Clinic (KBFPC) provides broad access to reproductive health care
services and education in a supportive and empowering environment.
KBFPC Core Purpose: Accessible reproductive health services
KBFPC Core Values: Empowering (respectful) Accessible & Inclusive (compassionate) Evidence based
(progressive, professional)

Reports to: Clinic Manager (administrative supervisor) & Medical Director (clinical supervisor)

Date: September 2026 Classification: Non-exempt Status: Full-time, 1.0 FTE

Job Summary: This position supports KBFPC’s medical providers and is responsible for providing high-quality
care that represents KBFPC’s mission, core purpose, and values: client-centered and evidence-based preventive,
and sexual & reproductive health services, education, and counseling in accordance with KBFPC clinical
protocols, program guidelines, and national standards of practice. Provides trauma-informed care that is
respectful of cultural and sexual diversity and recognizes the client as a full partner in decision making,
ensuring confidentiality, mutual trust, and respect.

Essential Functions:
I.  Intake and Recordkeeping for Clinician Appointments

e Conduct client intake: take client vitals, review client questionnaire responses, and document their basic
health information prior to seeing the provider.

e Assess client support networks, offer resources for health and social services, relationship safety, sexual
assault, and substance use.

e Set up supplies and equipment and assist clinicians during procedures when needed.

e Prepare, clean, and maintain exam rooms.

Il.  Sexual and Reproductive Health Services

e Provide sexual health assessment, including reproductive goals and pregnancy intention.

o Perform testing for pregnancy and sexually transmitted infections (STls), including venipuncture (training
available for the right candidate).

e |nlimited circumstances, such as when RN or provider is unavailable: deliver limited STI treatment, per
clinical protocol or per medical provider’s order, and arrange for partner services.

e Dispense contraceptive supplies for clients with current prescription.

e Dispense emergency contraception per clinical protocol or per medical provider’s order.

lll.  Care Coordination

e Document all encounters and services in client records using Electronic Health Record (EHR).

e Complete and submit documentation of test results and follow up with service providers and payors.

e Confirm and track breast and cervical cancer screening and diagnostic services.

e Support tracking of necessary client follow-up care and imaging results in collaboration with medical
providers and RN.

e Communicate with clients regarding appointments, refills, and referrals using Patient Portal or follow-up
calls as necessary.

e |n collaboration with RN, manage referrals with other offices to ensure clients receive timely care.

e Contribute to efficient EHR workflow in collaboration with all Clinic staff and external partners (Kenai
Peninsula Billing Agency, Health Information Exchange, Alaska Breast and Cervical program, lab agencies,
EHR representatives).
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IV.  Lab and Facility Maintenance
e Collect and process lab samples for in-house and outside laboratory testing.
e Prepare, clean, and sterilize medical instruments, and laboratory equipment.
e Support medical and facility supply procurement, receiving, and inventory.
e Other facility maintenance and routine cleaning when needed or as directed.

V. Quality Assurance and Quality Improvement
e Participate in routine clinical and administrative Quality Assurance activities, including medical records
review and direct observation.
e Assist with Quality Improvement efforts and implementation of new clinic initiatives, in collaboration with
the Medical Director and Clinic staff.

Skills and Experience:

e Experience providing direct services in healthcare, social services, or other related setting required.

e Licensure/certification preferred; experienced candidates without licensure/certification will be considered.

e Phlebotomy experience preferred; initial or repeat venipuncture training may be offered as needed.

e Awareness of key concepts of sexual and reproductive health, experience with client-centered counseling preferred.
e Proficiency in EHR use preferred; comfort learning new technologies and software systems required.

Compensation and Benefits:

KBFPC is dedicated to the wellbeing of employees: our organizational policies and culture promote ongoing training and

professional development and support diversity, dignity, physical and mental health, engagement, enjoyment, and a

balanced life.

e Medical, dental and vision insurance. KBFPC pays 90% of employee's monthly premium for gold-level coverage from
Premera Blue Cross/Blue Shield of Alaska.

e Twelve (12) paid holidays plus individual Paid Time Off accrues 10 days in the first year, increasing each year.

e Optional retirement plan (SIMPLE IRA) offered with up to 3% matching contributions.

e Employee Assistance Program offers free, confidential counseling and personal or professional assistance.

o All staff are eligible for 100% discounted clinical services at KBFPC, after any individual insurance has been billed.

Attributes for successful employment at KBFPC:
Communication
e Strong communication skills and ability to easily build rapport, including active and reflective listening.
e Ability to help others feel comfortable and supported, especially in situations of vulnerability or stress.
e Excellent grasp of the importance of confidentiality, commitment to respect individual values, and boundaries.

Collaboration
e Ability to function well as a team member — working collaboratively and effectively with other staff and
supervisors, comfortable taking direction and receptive to feedback.
e Commitment to team-based approach, willingness to assist with projects not specified in job description.
o At ease with paperwork and people-work; capacity to transition between clerical tasks and working with people.
e Ability to confidently and constructively present ideas for improvement within the organization and teams.
e Commitment to practicing self-care and seeking support when needed.

Education
e QOpenness to learn and share current information about reproductive health and sexuality, contraception, STls,
healthy relationships, interpersonal violence and sexual assault, Adverse Childhood Experiences, and trauma.
e Non-judgmental disposition; ability to identify and set aside one’s personal values and biases in order to serve
and support our clients, students, and community with a high level of integrity.
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e Commitment to equity; is aware of social power dynamics and works to create safe, affirming, accessible spaces,
with particular attention to the needs of people from non-dominant populations.

High-quality work
e Reliable, trustworthy, organized, efficient, thorough, attentive to detail.
e Motivation — able to jump in confidently during ongoing training.
e Comfort with developing new systems, protocols, researching unknowns.
e Familiarity with best practices when making decisions or encountering unfamiliar ideas/situations, and the ability
to find reliable resources if faced with situational challenges.

Leadership
e Cultivates personal and group development with authenticity and courage; welcomes ideas and disagreement;
calls others in, not out.
e Vision and initiative: appreciates innovative ideas with an understanding of the bigger context; inspires creative
thinking and problem-solving in others.

Health Requirements:

Compliance with our Employee Health requirements is a condition of employment with KBFPC. Employees are required
to comply with all job-related employee health screening and immunizations outlined in the KBFPC personnel policies
prior to your first day of employment.

General Information:

The employee must be able to work in a fast-paced environment with demonstrated ability to juggle and prioritize
multiple, competing tasks and demands and to seek supervisory assistance as appropriate. Any description of work is a
picture of the major responsibilities of a position at a given point in time. Jobs are dynamic and assignments/priorities
may change. The primary purpose of this description is to outline and communicate key tasks and expectations for the
position, it does not imply or create a contractual relationship. KBFPC is an at-will employer.
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