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HC120 Medical Assistant Administrative Externship



P-12, C-4
Course Description  

The externship allows students to apply the knowledge and skills gained in the classroom and laboratory setting to the administrative aspects of being a Medical Assistant.  It includes 180 hours over the course of the semester.  Current Healthcare Provide CPR certification must be on file (in the Allied Health Coordinator’s office) prior to beginning the externship.

Prerequisite

HC110 Medical Assistant- Administrative Theory

Student Learning Outcomes

Upon successful completion of this course, the student will be able to execute medical assistant administrative responsibilities and skills necessary to be considered competent and at entry level for employment in the medical field.

The student will be able to with the assistance from instructor and agency personnel:

1. Develop insight, understanding, and skill regarding medical assistant procedures.
2. Develop an understanding of the role of the medical assistant in the overall functioning in the health care setting.
3. Apply didactic theory to externship experience under the supervision of experienced medical staff.
4. Observe the working relationships of medical assistants, other department staff, facility administration and medical staff members.
5. Accept responsibility for the confidentiality of patient information.
6. Demonstrate professional behavior when interacting with the staff of the externship site, patients, and others.
7. Comply with established risk management and safety procedures.
Major Topics
1. Medical Office Procedures

2. Health Care Team

3. Medical Assistant Role/Procedures

4. Patient Confidentiality (HIPAA)

5. Risk Management and Safety Procedures

6. Professional Behavior

7. Telephone Techniques/Mail Processing
8. Appointment Procedures
9. Patient Reception and Processing
10. Office Environment and Daily Operations

11.  Medical Record Management

