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QUEEN’S UNIVERSITY SUPPORT STAFF 
POSITION SUMMARY 

 

 

 
DEPARTMENT: Queen’s Family Health Team – Department of Family Medicine   

POSITION NUMBER:    INCUMBENT: VACANT 

TITLE: Medical Office Assistant (MOA)     GRADE:   4 

Preamble 

The Queen’s Family Health Team is a multidisciplinary team of health 
professionals who provide primary health care services to the Kingston 
community, who train future primary health care professionals and who conduct 
research in issues of primary health care delivery.  The Queen’s Family Health 
Team is comprised of a number of medical practices and provides for a diverse, 
client centred work environment for all its employees. 
 
Job Summary 
Reporting to the Clinical Coordinator Nurse of Queen’s Family Health Team, the 
Medical Office Assistant (MOA) provides primary care to patients in accordance 
with the policies and procedures of Queen’s Family Health Team. 
 
Primary Duties and Responsibilities 
 

1) Rooming of patients and intake of patient information which includes but is  
not limited to: greeting patients, scheduling appointments, taking patient 
histories and determining the reason for visit, taking and recording vital 
signs including heights, weights, waist circumference and BMI’s, entering 
findings in the EMR, assisting with patient flow, rooming patients and 
preparing patients for the appointment. 

2) Supporting the team which includes the following duties: working in 
collaboration with the nurse, preparing exam and treatment rooms with 
necessary trays and instruments, preparing supplies and equipment for 
treatments including liquid nitrogen, autoclaving instruments and trays, 
cleaning and preparing examination rooms, treatment/procedure rooms 
between patients and utility rooms as needed, communicating findings to 
members of the health care team as needed. 

3) Other duties include: calling patients and reminding/booking them for 
programming initiatives and screening, assisting with billing by ensuring 
billing codes are entered as needed, assisting with clerical functions as 
directed, checking expiration dates on all medications and vaccines used 
in the clinic, ensuring the proper functioning and calibration of equipment 
(scales). 
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Required Background 

 Two year Medical Administrative Program at the Community College level 

 Three years current experience in one or more of the following: outpatient 
clinics, physician’s office or community health center. 

 Equivalent education and experience will be considered.  

 Medical Terminology 

 Pharmacology course an asset 
 
Special Skills 

 Strong organizational and self-management skills 

 Strong interpersonal and communication skills (both verbal and oral) and 
ability to work within a team environment 

 Knowledge of skills required in the position 

 Sensitivity to cultural, religious, language and gender differences 

 Familiarity with electronic medical records, word processing, e-mail, and 
internet search methods 

 Ability to prioritize, manage time effectively and be flexible in a fast-paced 
setting 

 Strong problem solving skills 

 Maintains privacy, confidentiality and security of patient information.  
 
Decision Making 
 
The MOA makes some decisions in consultation with the nurse.  Most decisions 
are routine. 
 
SUPERVISORY RESPONSIBILITIES: 
 
Do you have any supervisory responsibilities? No 
   
If you responded yes to the above question, which of the following duties do you perform 
for employees who report to you? 
 
You have the right to hire or you make the effective recommendation to do so:  
   
You have the right to fire or you make the effective recommendation to do so:  
   
You are responsible for handling disciplinary matters including issuing written warnings:  
   
You are responsible for conducting performance appraisals:  
   
You are responsible for delegating work and ensuring that it is satisfactory:  
 
   
SIGNATURES:  
      
 
________________________    _________________ 
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Incumbent        Date 
 
 
_______________________     ___________________ 
 Supervisor       Date                           
 
 
_______________________     ___________________  
 Department Head                            Date 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


