
 

Liberty Bell Family Medicine 

Medical/Administrative Assistant (Part-time)  

Job Description 

 

Liberty Bell Family Medicine is hiring for a reliable, self-motivated, organized problem 

solver to assist with clinical and administrative operations of our growing independent, 

family-owned medical practice in the Methow Valley. This is a great opportunity for the 

right candidate who is customer service oriented, nimble and creative, and can think 

outside the box!  

Job requirements include clinical duties consistent with the training of a certified 

medical assistant, and administrative duties.  Duties may include, but are not limited to:  

Administrative & Patient Support  

●​ Answer phones and respond to patient inquiries, as directed by physician. 

●​ Greet, screen, and check in patients, confirm demographics, and confirm billing 

information. 

●​ Schedule appointments and manage daily office and physician workflows. 

●​ Prepare correspondence, charts, forms, and draft letters for clinical staff. 

●​ Assist with practice marketing and general office operations. 

Patient Communication & Care Coordination 

●​ Coordinate referrals, records, and test results with hospitals, clinics, and 

specialists as directed by the physician. 

●​ Communicate physician-reviewed lab and test results to patients and document 

all communications in the EHR. 

●​ Triage patient calls, emails, and messages and relay medical questions to the 

provider. 

●​ Assist new patients with onboarding, portal setup, payments, memberships, and 

welcome communications. 



EHR & Documentation 

●​ Obtain, verify, update, and maintain patient records in the EHR. 

●​ Document chief complaints, vital signs, medication reconciliation, and all patient 

interactions. 

●​ Ensure all documentation complies with HIPAA/HITECH standards. 

Clinical, Medication & Equipment Support 

●​ Assist with in-office procedures consistent with Medical Assistant training (labs, 

injections, EKGs, Pap smears, spirometry, nebulizers, vital signs). 

●​ Dispense medications only as approved by the physician per office policy. 

●​ Monitor medication inventory, supplies, and clinical equipment, including 

sterilization and temperature logs. 

Billing, Compliance & Quality Improvement 

●​ Review ancillary billing charges weekly per office policy. 

●​ Maintain strict confidentiality and comply with HIPAA/HITECH and all office 

policies. 

●​ Work to constantly improve workflows, policies, and patient experience. 

●​ Adhere to Non-Disclosure, Non-Solicitation, and Confidentiality Agreements 

during and after employment. 

Hours: 16-20 hours per week, with potential for more hours after 180-day 

probationary period. 

Compensation: Starting at $22/hour for MA-C, with increase to $27/hour after 

180-day probationary period. A higher hourly rate may be offered, depending on 

experience and credentials.  

Benefits: Paid holidays, and Paid Time Off and Sick Pay accrual. Complementary 

Direct Primary Care membership for employee, and discounted membership for family 

members. 

To apply: Send resume to admin@libertybellfamilymedicine.com with subject line: 

Medical/Administrative Assistant. Position open until filled. 

To learn more about our clinic, visit our website: www.libertybellfamilymedicine.com​  
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