
Start training for a rewarding career 
as a medical administrative assistant, 
supporting physicians and nurses 
in maintaining patient medical and 
financial records. 
Medical Administrative Assistants primarily 
work in doctor’s offices, clinics, outpatient 
settings, hospitals, and other health care 
settings. The growth and the complexity of 
the U.S. health care system have resulted 
in a substantial increase in the need for 
qualified medical administrative assistants.

A detailed course description is included 
on the next page.

MEDICAL ADMINISTRATIVE ASSISTANT
B E C O M E  A  C E R T I F I E D

1. Must have an interest in pursuing a career as a Medical Administrative   
    Assistant (including national certification). 

2. Must be a mother, grandmother, female custodial parent/guardian to 
    at least 1 child under the age of 18. Free childcare provided during
    classes and externship.

3. Must have a High School diploma or equivalent (must provide proof 
    during application process)

4. Must have basic computer skills (MS Word and Excel).

5. Must meet the income levels listed on the bottom left side of this page.

6. Must be available to attend all classes
    Tuesday and Thursday nights  |  6:00 pm – 9:30 pm
    September 22, 2020 – December 3, 2020

7. Must be available to participate in a one week externship
    Monday through Friday  |  8:00 am – 5:00 pm
    Dates are either December 7 – 11 or December 14 – 18, 2020

8. Must be willing to take the following (scholarship will pay the fees):
    a. TB skin test (or chest X-ray) – must have negative results
    b. Influenza vaccination

9. Must submit to a drug screen and background check 
    (scholarship will pay the fee)
    a. Drug screen must be negative
    b. No felony convictions on the background check

10.  Understand that there are deadlines to meet the screening 
    requirements. If selected students do not meet the deadlines, they will not 

be accepted into the program.

11.  Must have reliable transportation to and from the Vivian Conatser
 Turner Early Learning Center, 1313 Clarkview Street SW, Decatur, AL 35601

12. Must have a working telephone
Calhoun Community College is not responsible for 

applications/emails that are not received.

A P P L I C AT I O N  C R I T E R I A

INCOME LEVEL CRITERIA
Persons in household        Income
1 up to $25,520
2 up to $34,480
3 up to $43,440
4 up to $52,400
5 up to $61,360
6 up to $70,320
7 up to $79,280
8 up to $88,240

Add $4,480 for each person over 8

F R E E  T R A I N I N G  T O  Q U A L I F I E D  S T U D E N T S *

Those who meet the application criteria should 
apply today at  calhoun.edu/medadmin

For More Info: medadmin@calhoun.edu   |   256-260-2462

*Free training is limited to 16 students.



MEDICAL ADMINISTRATIVE ASSISTANT 
WITH A CLINICAL EXTERNSHIP

COURSE DESCRIPTION
Medical Administrative Assistant
Medical Administrative Assistants support physicians 
and nurses in maintaining patient’s medical and financial 
records. An administrative assistant’s tasks consist of 
keeping medical records, greeting patients, billing and 
clerical duties, scheduling appointments, arranging for 
admission to the hospital and laboratory services, and 
checking supplies.  A medical administrative assistant 
may also be required to perform certain clinical tasks 
including:  documenting vital signs (e.g. blood pressures, 
pulse, respirations, and temperature), performing simple 
lab tests, preparing patients for examination, arranging 
equipment and instruments before an exam, assisting 
physicians during patient exams, explaining treatment, 
medications, diet schedules, and procedures to the 
patient. 

Employment & Education
Medical Administrative Assistants primarily work in 
doctor’s offices, clinics, outpatient settings, hospitals, 
and other health care settings. The growth and the 
complexity of the U.S. health care system have resulted 
in a substantial increase in the need for qualified medical 
administrative assistants.

Educational Requirements*
Students should have a high school diploma or a GED 
equivalent.

About the Program
This 50-hour course prepares students to function 
effectively in many of the administrative and clerical 
positions in the health care industry. Medical 
Administrative Assistants, Medical Secretary, and Medical 
Records Clerk, are all positions in great demand. This 
Program covers important background information 
on medical terminology, insurance billing and coding, 
medical ethics, customer service and legal aspects. This 
program is intended to provide students with a well-
rounded introduction to medical administration so that 
a student can gain the necessary skills required to obtain 
a medical administrative assistant position in the health 
care field.

Clinical Externship
Upon successful completion of this Medical 
Administrative Assistant program, you will be eligible to 
participate in a 40 hour clinical externship with a local 
healthcare provider.  

Detailed Course Information
• Explain the role of the medical administrative 

assistant

• History of medicine, medicine and the law, medical 
malpractice, medical ethics, medical practice 
specialties

• Communication techniques, appointment scheduling, 
general office duties

• Medical records management, problem oriented 
medical record, confidentiality of the medical record, 
initiating a medical record for a new client, filing 
reports in the medical record

• Medical practice management and communication

• Fraud abuse and compliance

• Documentation and risk assessment

• Technology in the health care environment

• Professional behavior in the workplace

• The business side of medicine

• Abbreviations and symbols used in the medical office

• Introduction to medical accounting, financial 
statements, cost analysis and budgets for the medical 
practice

• HIPAA review 

• Patient bill of rights and confidentiality 

• Care and handling of the medical records 

• Health insurance coverage, coding procedures

• Professional fees, billing and collecting procedures, 
accounting systems, credit arrangements

• Banking service and procedure

• Assisting with medical emergencies

• Specimen collection, laboratory safety, federal and 
state regulations

• A non-clinical / handout review of the following 
practices including: 

 -  taking and documentation of vital signs
 -  patient reception and scheduling
 -  office environment and daily operations
 -  written communication and mail processing
 -  interpersonal skills and human behavior
 -  the health insurance claim form
 -  professional fees, billing and collecting

For More Info: medadmin@calhoun.edu   |   256-260-2462


