‘W THE COUNTY OF STANISLAUS
D . HEALTH SERVICES AGENCY

_-—

Medical Assistant
(Full-time & Part-time)

$47,236 - 57,408 Annually

Please apply by January 20, 2026 or
once 100 Applications are received



WHO WE ARE

The Health Services Agency serves as Stanislaus County’s Public Health department and provides primary care
services to Medi-Cal, Medicare and uninsured patients. The agency achieved national Public Health
Accreditation in 2019 and its clinic services have been Federally Qualified Health Center (FQHC) designated
since 2007. The HSA actively promotes health improvement through dedicated community collaboration,
strategic visioning and data-driven performance management across many programs and services.

HSA Services Include:
» Two FQHC primary care clinics located in Modesto

Medi-Cal Managed Care participation, Indigent/Safety Net services, CalAIM planning and coordination —
Street Medicine, Enhanced Care Management (under development)
Public Health Promotion and Education Programs
Women, Infant and Children's Nutrition Program
Public Health Communicable Disease Control
Maternal, Child, Adolescent Health and Public Health Field Nursing programs
Public Health Nursing — embedded in Social Services teams
Emergency Preparedness and Medical Health Operational Area Coordinator program
Epidemiology and Community Health Planning
Vital Records

THE POSITIONS

The Health Services Agency is looking to fill multiple full time and part time Medical Assistant
positions. Those in this position can work in the following areas:

FAMILY & PEDIATRIC HEALTH CENTER, URGENT CARE AND
MCHENRY MEDICAL OFFICE

Medical Assistants in HSA clinics perform both administrative and clinical tasks in the support of licensed health
practitioners. The Medical Assistants ensure the clinic flow is timely by preparing charts, assuring patients and
charts are ready for the provider at the specific appointment time or in advance for prior review, assisting
during procedures, entering an order in the Electronic Medical Record (EMR), and following up on referrals
sent to various specialists. Typical operating hours and typical shift hours are scheduled between Monday -
Friday 8:00AM - 5:00PM.

Urgent Care is located out of the Family and Pediatric Health Center. The Urgent Care is open Monday
through Friday from 5:30PM to 9:30PM, with weekend hours on Saturday from 10:00AM to 6:00PM. Typical
working hours would be Monday - Friday 1:00pm to 10:00pm and 9:30am - 6:30pm on weekends.

CENTRALIZED REFERRALS UNIT

Centralized Referrals Medical Assistants perform primarily administrative tasks in support of HSA clinics.
Medical Assistants in this department process and send specialist provider referrals and prior authorizations.
Also, this position is responsible for handling clinical reports, tracking referrals, and notating patient charts.
The Centralized Referrals operating hours and typical shift hours are Monday - Friday 8:00AM - 5:00PM.
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THE TYPICAL TASKS

The tasks below have been grouped by unit; however, responsibilities may overlap, and individuals in this role
may be asked to support duties across the different areas as needed.

CENTRALIZED REFERRAL MEDICAL ASSISTANT

Coordinate the referral of patients and the appropriate follow-up of referrals as directed by the nursing and clinician staff for
urgent/stat referrals;

Work directly with specialty offices;

Find specialist providers to which we refer;

Protect patient confidentiality and follow up HIPAA rules and regulations;

Work directly with the HSA Clinics as members of the Care Team; and

If rotating within the clinic with also perform the below typical tasks.

CLINIC MEDICAL ASSISTANT

Typical tasks within the clinic:

Prepare and stock all rooms, check equipment and supplies daily and maintain according to assignment; clean rooms and
equipment after each examination and prepare for next patient following appropriate infection control techniques;

GCreet patients in a courteous manner and explains clinic procedures; may register patients; review chart to identify any
follow-up issues, screenings or preventive care needed prior fo visit; ensure charts are complete, including all lab, x-ray and
special reports, prior to start of clinic;

Prepare patient for examination, conduct intake assessments, including reason for visit, pertinent medical histories,
medication reconciliation, obtain consents for procedure(s) take vital signs, and other testing, such as vision and hearing and
charts data on medical record; ensures any screening tools have been completed;

Assist Physicians and other providers with procedures; chaperone examinations;

Provide interpretation for non-English speaking patients for providers and other staff as needed;

Protect patient confidentiality and follow up HIPAA rules and regulations;

Give oral, intramuscular, intradermal, and subcutaneous injections or immunizations as ordered by clinicians and covered
under scope of practice;

Perform electrocardiograms as needed;

Perform basic unlicensed assistive duties such as administering immunizations and skin tests under the order of licensed
providers;

Perform and record urine dips and prepare urine samples for laboratory; instruct patients in specimen collection; process and
handle blood and other specimens; perform and document laboratory equipment quality control;

Review the visit notes and identify items for action;

Review billing document to make sure all appropriate charges are captured;

Document pertinent observations of visits per current charting policy; record entries in the Electronic Medical Record (EMR) as
appropriate for both face-to-face and phone call encounters; assist provider and licensed nursing staff in the intake
assessment of patients and patient telephone calls;

Coordinate the referral of patients and the appropriate follow-up of referrals as directed by the nursing and clinician staff for
urgent/stat referrals, direct routine referrals to the Centralized Referral Department;
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MINIMUM QUALIFICATIONS

KNOWLEDGE/SKILLS/ABILITIES

Medical (clinic) procedures and practices;

HIPAA rules and regulations;

Basic physiology, anatomy and psychology;

Basic disease processes;

Basic patient registration, records and charting
procedures;

Unlicensed assistive practices;

Medical terminology;

Clerical functions of medical clinic;

ICD-10 codes for referrals;

Medical supplies;

modern  office  automation

Health/Medical

Computer and
technology including Electronic
Records;

Basic public relations;

Body mechanics and proper lifting techniques;
Isolation procedures, sterile technique, and care of
contaminated dressing and supplies.

Operate computers, office equipment and related
software; maintain effective working relationships
with a wide variety of professional staff, coworkers,
patients and the general public;
Apply medical terminology;

Follow simple to technical oral and written
directions carefully and exactly;

Perform unlicensed assistive practices;

Patient care

Administering injections and immunizations;

Use of medical/clinical equipment and instruments;
Effectively communicate to explain problems,
procedures, and information updates;

Complete medical administrative procedures and
practices such as billing, referrals, charting, and
electronic medical records;

Maintain an empathetic and courteous attitude
towards patients and patients’ visitors; and

Work calmly and effectively under stress or in
emergency situations; and

equipment for  various

Set up diagnostic

procedures.

EDUCATION & EXPERIENCE

« Equivalent to Graduation from High School
(Diploma) or GED; AND

« Completion of a Medical Assistant training
program and externship from an accredited

vocational school/college; AND
« Six (6) months full time experience in a
Medical Clinic.

LICENSE OR CERTIFICATE

e Must possess and maintain BLS CPR for
Healthcare Providers.

Proof of education will be required for verification
purposes at the time of application. Applicants who
are unable to submit proof must call (209) 558-7192
to make other arrangements by application deadline.
Failure to submit proof will result in disqualification.

Apply today to join our team & make
a difference in Staniclaus County

For the full job description, including
minimum qualifications, scan the QR
Code or click here
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QUICK GUIDE

TO APPLYING

APPLICATION PROCESS
2, 4.

@),

Find the Update Your Submit Your Wait for Receive Notice of
Right Job Application Application Processing Application Status

APPLICATION COMMON MISTAKES
BEST PRACTICES TO AVOID

BE COMPLETE WRITING “SEE RESUME”

We screen for qualifications based on the information Relying on your resume instead of completing the
provided on your application, not on your resume. Please application can hurt your chances. Be sure to fill out all
make sure all relevant experience is listed within the body sections and attach proof of education when required, as
of your application. resumes alone don’t provide the details needed to

evaluate your qualifications.

BE DETAILED

Connect your professional experiences to the job’s

knowledge, skills and abilities. Share your work history OUTDATED OR MISSING
and how it relates to the minimum qualifications of the REFERENCES
posifion. Submitting old contact information or leaving references

blank can delay the reference check process. Include

UPDATE YOUR APPLICATION current, reachable contact information for all references.

Take the time to review and update your application each
time you apply for a new position. Ensure that your

employment dates are correct and that any relevant skills INCLUDING TOO MUCH OR
or experiences are listed. UNRELATED INFO

Adding long paragraphs or unrelated experiences can
ATTACH SUPPORT!NG DOCUMENT;" make your application unclear. Keep your application
Attach any required supporting documentation listed in clear, concise, and focused on relevant qualifications.

the Minimum Qualifications. Net submitting that typing
certificate or proof of education could be the reason you

SRekiaHiadl ASSUMING COMPUTERS SCREEN
HIGHLIGHT DESIRABLE ARRERCARIONS
QUALIFICATIONS Believing that a computer or automated system selects

qualified candidates is a common misconception. All
applications are reviewed by trained recruitment analysts,
so make sure your experience is clearly detailed.

If there are desirable qualifications listed, they may
influence the screening process. Detail how you meet both
minimum qualifications and desirable qualifications in the
duties section of your application.
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Employee Choice Bonus Plan

UNDERSTANDING THE DETAILS

Ko ‘
g
IcH

JOIN OUR TEAM BY JUNE 30TH, 2026 TO BE ELIGIBLE!

The following Employee Cheoice Bonus Plan is designed to allow those hired full-time on or before June 30, 2026, to choose
one of the three bonus incentive options [one-time oplion, nen-revocable) they would like fo receive:

CASH PAYMENT

{Defaull if employes declines o make o choice|

¢« One month of sclary (168 hours) posd
n oash owver three annual
at the highest step or top of band of the

instollments

clossification held by the employes at eoch
westing dote.

* Minimum omount of soch payment will
be 51,4666.67 and o maximum poyment
of $3,333.37 [base hourly rate of pay for
the clossification muliplied by 58). The
amount of eocch poyment may change
depending upon an employes’s indradual
circumstonces.

* Tolol minimom  omount  received  will
be 35,000.01
£10,000.02 paid over three instollments.

* Applicoble foxes will be applied and

withield.

ond maximum will be

@ BOMUS

. LEAVE TIME

168 hours of bonus leove fime allocaoted
within three annuwal installments.

Bonus Leave Time would be adminisierec
im the some capocity as standard vacoation
including compensafion rale, reguest and
opproval, and reporting expedations.
Bonus Leawe Time will have no cosh value
and cannot be coshed out af resignafion,
termination, of refirement.

Must use fhe bonus leave ime prior to the
expiration dafe, oz there 15 no carry over
after the bonus leave time expires.

Eligibility for Employee Choice Bonus Plan

BOMNUS DEFERRED
COMPENSATION
CONTRIBUTION

One month of salary (188 hours) paid

over three annueal insiollmenis info

the employee's Motionwide Deferred
Compensation account at the highest step
or top of bond of clossification held by the
employee at each vesting dafe.

Minimum amount of each payment will
be 51,4666.67 and o maximum poayment
of $3,333.37 [base hourly rate of pay for
the clossification muliplied by 58). The
amount of ecch poyment may chonge
depending upon an employes’s individual
circumsionces.

Todal
be $5,000.01
510,000.02 paoid over three installmenis.

minimum  amount received  will

and moximum  will be

Applicoble foxes will be opplied and
withheld.

+ To receive each payment, you must be hired o= o new full-ime employes, and be octive both on the vesting dofe and

paymeni.

auring the poy penicd in which the poyment is issued.
¢+ Full-time employess on an unprofected unpaid leave on the vesting dofe are ineligible for that specific payment.

excluded from eligibility fo receive further payments of any kind.

+ Employees thot separate from full-time service prior to a vesting date will no longer be eligible for that spedfic

+ Employees thot receive one or two poyments, separate from full-time service and then return to full-fime service are

* Employees that leave full-fime service prior fo receiving any payments, and then return to full-time service on or

before June 30, 2026, are eligible fo receive future payments in occordance with their new hire date.

STANISLAUS

COUNTY HUMAN

5‘% W %
1 gﬂ ‘ RELATIOMNS

Take Your Place.



COMPENSATION & BENEFITS

Approximate Annual Base Salary:

$47,236 - 57,408 Annually

The County of Stanislaus provides «
competitive and comprehensive benefits
package for regular full-time County
employees including:

¢ Medical, dental, vision, and basic term
life insurance plans

e Two weeks annual vacation upon
entering County service

e 16 additional vacation hours annually

e 96 hours of sick leave annually

* 12 paid holidays annually

e Optional  participation  in  Flexible
Spending Account programs

e Optional Supplemental Life & AD&D
insurance plans

e Employee Assistance Program

Details available upon request.

RECRUITMENT INCENTIVES:

Employee Choice Bonus Plan:

Stanislaus County now offers an employee bonus
worth up to $10,00 or 21 additional days of leave
time! Visit stanjobs.org for details.

Career Ladders:

We offer valuable tools to help plan your career with

Stanislaus County. Find ways to grow and develop
within the organization— from Accounting to Public
Safety to IT.

Learning Institute:

Whether you're a new employee or looking to
acquire new skills, our Learning Institute offers a
chance to take on new challenges and ways to
consistently hone and improve skills.

WELLNESS BENEFITS

The Mission of Club Wellness is to facilitate and
encourage the “good health” of the county
workforce.

“Good health” is a state of complete physical,
social and mental well-being, and not merely the
absence of disease or infirmity; health is «
resource for everyday life, not the object of living,
and is a positive concept emphasizing social and
personal resources as well as physical
capabilities. The program seeks to increase
owareness and knowledge of all employee
benefits, nurture a team spirit and positive health
behaviors, to motivate employees to adopt
healthier habits and to provide opportunities and
a supportive environment to create positive
lifestyle changes.
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CLASSIFICATION INFORMATION

Unless otherwise provided, this position is part of the Classified Service of the County and is assigned to the Technical
Services bargaining unit for labor relations purposes.

Individuals who are in a full-time classification position are required to serve a twelve-month probationary period, which
may be extended an additional six months, for a total of eighteen months.

The Job Task Analysis provides information detailing the physical and functional demands of the classification. For the
complete job task analysis, visit the Risk Management website at https://www.stancounty.com/riskmgmi/risk-dm-jta-class-
sub-main.shtm.

APPLICATION PROCEDURES/FINAL FILING DATE: January 20, 2026 or once 100 applications
received

Written Examinations are tentatively scheduled for the week of January 26, 2026

Oral Examinations are tentatively scheduled for the week of February 2, 2026

Applications cannot be submitted later than 5:00 p.m. on the final filing date. Make your online application as complete
as possible so a full and realistic appraisal may be made of your qualifications.

Resumes will not be accepted in lieu of a completed application.

Attaching your resume and cover letter are an optional feature for those who wish to do so in addition to completing the
required application. Information on your resume and cover letter will not substitute for the education, work experience
and required fields on the County application. The online County application is the primary tool used to evaluate your job
qualifications.

RECRUITMENT ACCOMMODATIONS

Arrangements may be made to accommodate disabilities and religious convictions. Applicants requiring testing
accommodations are required to complete and submit the Testing Accommodations Request Form prior to the test
administration date. Special arrangements for religious convictions should be included in the "Additional Information"
section of the application form.

GENERAL QUALIFICATIONS

* Pass County-paid pre-employment job-related background investigation.

o Perform job duties in a manner assuring a safe working environment for oneself and others.

» Maintain confidential information according to the legal standards and/or County regulations as required.

* Some positions may be required to possess and maintain a valid California Driver’s License and meet County
insurability requirements.

APPLICATION AND/OR EXAMINATION APPEAL RIGHTS

Application and/or examination results may be appealed by applicants presenting facts alleging irregularity, fraud
and/or error in application screening or in exam scoring. Appeals must be in writing and submitted to the Chief Executive
Officer within seven (7) days after the examination results are mailed.

DISCLAIMER

Stanislaus County reserves the right to revise the examination plan described in this flyer to better meet the needs of
County service. The provisions of this bulletin do not constitute an express or implied contract. Any provision contained in
this bulletin may be modified or revoked without notice. The information contained in the bulletin is information which
sets forth a general summary of benefits for this respective position. This information is not legally binding. The benefits
and other information regarding this position may be found in the Stanislaus County Code, the Stanislaus County
Personnel Policies manual, or in the applicable Memorandum of Understanding(s), and such information prevails over
information contained in this flyer. Questions regarding this bulletin may be directed to the Stanislaus County Chief
Executive Office/ Human Resources.
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