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Medical Evaluation Assistant
Reports to: HIV Testing & Prevention Manager

Department:  Health Services
Classification:  Non-Exempt




Division:  


WHO WE ARE
Since 1984, Larkin Street Youth Services has been committed to helping San Francisco’s most vulnerable youth ages 12-24 move beyond street life. This commitment has fueled the development of a comprehensive continuum of services that is nationally recognized as a model of innovative and effective care. We offer stability, safety, and the opportunity for a better life.

Larkin Street’s continuum provides a range of housing options—from immediate emergency shelter to permanent supportive housing—in addition to essential wraparound services that offer kids the resources and skills they need to exit street life. Supportive services include education, technology and employment training; healthcare, including mental health, substance abuse, and HIV services; and case management.

Our success rate in helping kids get off the street for good testifies to a simple truth: Given safety, shelter, compassion, guidance, and enough positive options, kids can find their own solutions. We believe all youth deserve the chance to reach their full potential and contribute their best to the world.

PRIMARY RESPONSIBILITIES
The primary role of the Medical Education Assistant is to assist with day to day activities in a medical clinic setting within the mission and goals of Larkin Street Youth Services. The MEA’s chief responsibility is to collect patient data and assist clients in medical history completion and perform various specimen collections. As the MEA, the need to provide clerical support including registration, billing and maintain client medical records is of key importance. The MEA is also responsible for providing assistance to clinic staff as needed. The MEA reports directly to HIV Testing & Prevention Manager and will receive general day to day supervision from the Registered Nurse with over site by the Medical Director. 

CHARACTERISTICS
Candidates applying for this position will possess:

· Extreme passion for our agency’s mission in maintaining a positive, upbeat attitude

· Exceptional organizational skills with reliability and consistency in work performance
· Flexibility with a team player mentality

· Ability to work with minimal to moderate supervision

· An extreme focus on good judgment with a proactive approach to problem-solving 
· Ability to maintain a professional demeanor with great interpersonal and communication skills 

· Ability to multi-task with the capability to learn quickly and integrate efficiently

DUTIES AND RESPONSIBILITIES

· Assists the front office staff in processing patients before and after seeing the clinical staff, including registration and eligibility 

· Assists in front office duties as needed.

· Assists the RN/provider in collection of medical history, including nature of visit and documentation needed for examinations.

· Performs the following lab tests:  urine pregnancy, dipstick urinalysis, hemaccue, fingerstick blood glucose.

· Prepares and administers immunizations under supervision of the RN.

· Prepares the lab specimens for pick-up.

· Inputs immunization data.

· Twice daily monitering of refrigerator /freezer temperatures and maintenance of temperature logs.

· Maintains the laboratory log.

· Checks for expiration dates on medical supplies, stocks medical supplies in exam rooms, HIV testing supplies and record them in the log.

· Orders medical supplies as directed by medical director or designee.

· Attends staff meetings as directed by medical director or designee.

· Participates in QI activities as directed.

· Performs intake and post examination duties

· Explains medical examination procedures to patients

· Processes medical charts/folders

· Performs medical data entry/retrieval duties

· Operates and uses medical equipment

· Performs physical screening of patients

· Assists the clinician in performing various physical examinations and procedures such as phlebotomy

· Cleans and performs simple maintenance of instruments and equipment

· Performs tests on patients using Pulse oxymeter, audiometers, eye charts.

· Observes appropriate safety precautions

· Maintains inventory and stocks examination supplies

· Provides patient/family instruction in preventative health issues according to protocol.
· Other duties within the scope of practice as directed by the HIV Testing & Prevention Manager, Medical Director and RN.
PROFESSIONAL PERFORMANCE
· Maintain professional standards of performance, demeanor and appearance at all times.
· Perform tasks and responsibilities in a complete and timely manner, complying with agency policies and standards and conforming to the requirements of this job description.
· Maintain a creative, team-building, cooperative approach to job performance and seek to bring a constructive, problem-solving orientation to all tasks.
· Maintain an awareness of the agency’s mission and work to promote the positive individual and social change goals it embodies.
· Exercise discretion and professional judgment at all times keeping with the responsibilities carried personally and by the agency for the care and welfare of staff and to the youth in which we serve.
· Actively strive to upgrade professional skills through engaging in appropriate professional training and experience.
· Maintaining the strictest of confidentiality.
· Ability to work with a diverse staff and excel in a multi-cultural environment. 
SKILLS AND ABILITIES
· High School Diploma or equivalent and complete recognized course in Medical Assisting or equivalent training and experience.
· Phlebotomy certification from the State of CA.
ADDITIONAL QUALIFICATIONS
· English/ Spanish bilingual preferred.
· Must also have ability to work with high-risk youth and with diverse staff, clients, and volunteers. 
· Experience working with youth is highly desired, especially at-risk, homeless or runaway youth.
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