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Planned Parenthood Greater Memphis Region (PPGMR) 

Certified Medical Assistant (CMA)/  

Health Care Assistant (HCA) 
 

Reports to: Health Center Manager  

 

Summary Description: Responsible for routine assistance in family planning, surgical 

clinics, procedure room cleaning, sterilization, and lab procedures which include 

regulatory compliance and quality risk management.  Ensures the daily operations will 

comply with Planned Parenthood Federation of America (PPFA) protocols as well as all 

appropriate local, state and federal regulations.  Provides direct client care as needed.   

 

 

Principle Responsibilities: 

 

1. Assists clients through processing and prepares them for exams or procedures. 

 

2. Prepares exam rooms prior to clinic and after each exam according to OSHA 

guidelines and PPGMR protocols regarding exposure and infection control. 

 

3. Assists or performs laboratory duties including phlebotomy and routine blood, 

urinalysis and pregnancy tests. 

 

4. Documents test results and intake interview information in the client’s chart. 

 

5. Prepares and packages with appropriate documentation specimens for shipping to 

pathology laboratories according to the laboratory requirements.  Places in 

shipping location for pick up.  

 

6. Scrubs and autoclaves equipment and instruments according to PPGMR protocols 

and local, state and federal regulations. 

 

7. Maintains and files medical records ensuring confidentiality in accordance with 

HIPAA regulations. 

 

8. Assesses special procedures and supply clients, takes vital signs and assists 

clinicians with exams as needed. 

 

9. Assists or acts as receptionist/phone operator when needed, answering and 

triaging telephone calls and directing callers appropriately.  Interviews clients, 

determines nature of visit, verifies and updates client demographic and insurance 

information, entering information correctly into the computer system and chart. 

Schedules appointments and provides necessary information for visit, confirms 

appointments when appropriate and follows up as required. 
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10. Develops and maintains a positive work climate and contributes to the overall 

team effectiveness of PPGMR with demonstrable leadership skills.  Represents 

PPGMR in the community in a positive and progressive manner.  

 

11.  Performs other duties as assigned. 

 

 

Job Qualifications: 

 

Education: Earned a Certified Medical Assistant designation and 

license. 

 

Experience:   One year or more in health care setting. 

 

Skills required:  Excellent communication skills, verbal and written. Ability   

to work with others to develop a team atmosphere. 

Familiarity with medical practice software as well as MS, 

Excel and Word. 

 

Special Requirements:  Committed to PPGMR mission, goals and ideals. 

Accepts a flexible work schedule to include occasional weekend 

and evening hours.  Able to lift 25 lbs. Valid driver’s license and 

insurance or valid state ID. 

 

 

 

_______________________________   ______________ 

Employee’s signature       Date 

 

 

______________________________   ______________ 

Manager’s signature       Date 

 


