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HC166 Office Management for Medical Assistants
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Course Description  

This course includes the transcribing of medical reports as well as communication techniques such as formatting of medical reports, business communications, and agenda preparations and distribution.  The preparation of office policies and procedures are also included.  Emphasis is placed on the role of the manager, including personnel management and the provision for the privacy and security of information within the office setting.
Student Learning Outcomes

Upon successful completion of this course, the student will be able to:

1. Perform basic operational functions using a word processing application software program with ease and efficiency to perform designated tasks in a medical office. 

2. Compose the various types of business letters and written correspondence adhering to proper format of medical correspondence. 

3. Prepare agendas for staff meetings.

4. Type minutes for a meeting in correct format.

5. Prepare interoffice memorandums and itineraries.

6. Format an addition to an office policy and procedure manual.

7. Develop an employee performance evaluation form.

8. Describe the importance of the confidential nature of medical reports.

9. Transcribe the four major types of reports (history and physical, consultation, operative report and operative note, and discharge summary) adhering to transcription rules and report formatting guidelines recommended by the AAMT using word processing computer application software.  

10. Transcribe additional medical reports including x-ray, radiology, pathology, death summary, and autopsy reports using word processing computer application software program.

Major Topics
1. Medical Reports

2. Business Communications

3. Office Policies and Procedures

4. Performance Evaluation

5. Personnel Management

6. HIPAA
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