medical administrative assistant
education requirements

medical administrative assistant education requirements are essential for
individuals seeking a career in healthcare administration. This role combines
administrative skills with knowledge of medical terminology and healthcare
processes, making specific education and training necessary. Understanding
these requirements helps prospective medical administrative assistants
prepare adequately to meet employer expectations and excel in their duties.
This article explores the foundational educational qualifications,
specialized training programs, and certification options relevant to the
field. Additionally, it covers the importance of continuing education and the
skills needed to support efficient healthcare management. By examining these
facets, readers will gain a comprehensive overview of what it takes to pursue
a successful career as a medical administrative assistant.
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Overview of Medical Administrative Assistant
Education

The education requirements for medical administrative assistants are designed
to equip candidates with the knowledge and skills necessary to manage
healthcare office tasks effectively. These assistants serve as the backbone
of medical facilities, handling patient records, scheduling appointments,
billing, and communication between patients and healthcare providers. As
healthcare regulations and technologies evolve, the educational background
must also prepare individuals to navigate these changes proficiently.
Typically, a blend of general administrative education and specialized
healthcare training forms the foundation of the qualification process.

Role and Responsibilities Influencing Education

Because medical administrative assistants work closely with healthcare
professionals and patients, their education often includes instruction in



medical terminology, healthcare laws, and office software. These topics
ensure assistants can perform tasks such as coding medical records and
managing insurance claims accurately. The complexity of the role requires
education beyond basic administrative skills, integrating healthcare-specific
knowledge to support clinical operations efficiently.

Importance of Accredited Programs

Choosing an accredited educational program is crucial for ensuring
comprehensive training that meets industry standards. Accredited institutions
provide curricula that align with current healthcare administrative
practices, increasing employability and eligibility for certifications.
Accreditation also assures employers of the candidate’s preparedness in
handling the responsibilities inherent to the role.

Formal Education Pathways

Several educational pathways lead to a career as a medical administrative
assistant. These range from certificate programs to associate degrees, each
with varying durations and depth of study. Selecting the appropriate pathway
depends on individual career goals, current educational background, and the
specific requirements of potential employers.

Certificate Programs

Certificate programs are the most direct route for many aspiring medical
administrative assistants. Typically lasting six months to one year, these
programs focus on essential skills such as medical billing and coding, office
management, and healthcare software proficiency. They are ideal for
individuals seeking quick entry into the workforce or those who already
possess general administrative experience.

Associate Degree Programs

An associate degree in medical office administration or health information
technology offers more comprehensive training. These programs usually span
two years and include coursework in anatomy, healthcare ethics, and advanced
medical software applications. Graduates with an associate degree may find
enhanced job prospects and opportunities for advancement compared to those
with only a certificate.

High School Diploma or Equivalent

The minimum educational requirement for entry-level positions is often a high



school diploma or GED. Although this alone may not suffice for all employers,
it serves as a foundation for further specialized training or certification.
Some employers provide on-the-job training to supplement formal education in
such cases.

Certification and Licensing

While certification is not universally mandatory for medical administrative
assistants, obtaining professional credentials significantly boosts
employment opportunities and credibility. Certifications validate an
individual'’'s expertise in healthcare administration and adherence to industry
standards.

Common Certifications

Several organizations offer certifications tailored to medical administrative
assistants, including:

e Certified Medical Administrative Assistant (CMAA): Offered by the
National Healthcareer Association, this certification focuses on
administrative and clinical competencies.

e Certified Medical Office Assistant (CMOA): Provided by the American
Medical Technologists, it emphasizes proficiency in office management
and medical knowledge.

e Certified Professional Medical Assistant (CPMA): A more advanced
credential for those seeking higher responsibilities in medical
assisting.

Certification Requirements

Certification typically requires completion of an accredited educational
program combined with passing a standardized exam. Some certifications also
mandate practical experience or continuing education credits for maintenance,
ensuring that certified professionals remain current with healthcare industry
developments.

Essential Skills and Knowledge Areas

The education of medical administrative assistants must cover a range of
skills to ensure effective performance in healthcare settings. These skills
blend administrative proficiency with specialized medical knowledge,
reflecting the hybrid nature of the role.



Medical Terminology and Healthcare Systems

An understanding of medical terminology is fundamental. Education programs
teach the language used in healthcare documentation, enabling assistants to
accurately process patient information and communicate with medical staff.
Knowledge of healthcare systems, including insurance procedures and
regulatory compliance, is also critical.

Administrative and Technical Skills

Proficiency in office software such as electronic health records (EHR)
systems, scheduling software, and billing platforms is essential. Courses
often include training in data entry, file management, and communication
skills to ensure smooth office operations.

Interpersonal Skills and Confidentiality

Given the sensitive nature of medical information, education also focuses on
confidentiality laws like HIPAA. Additionally, strong interpersonal skills
are necessary for patient interaction, requiring training in professionalism
and effective communication.

Continuing Education and Professional
Development

The healthcare industry is dynamic, with ongoing changes in technology,
regulations, and best practices. Continuing education is therefore critical
for medical administrative assistants to maintain their competency and
advance their careers.

Importance of Lifelong Learning

Engaging in continuing education courses helps professionals stay updated on
new healthcare policies, software updates, and administrative techniques.
Many certification bodies require periodic renewal through continuing
education credits as a condition of certification maintenance.

Opportunities for Advancement

Additional training and education can lead to career growth opportunities,
such as supervisory roles or specialization in medical billing, coding, or
healthcare management. Pursuing higher education degrees or specialized
certifications can further enhance career prospects.



Types of Continuing Education

e Workshops and seminars addressing healthcare compliance and technology
e Online courses in medical coding updates and office management

e Professional conferences focused on healthcare administration trends

Frequently Asked Questions

What are the typical education requirements to
become a medical administrative assistant?

Typically, becoming a medical administrative assistant requires a high school
diploma or equivalent. Many employers prefer candidates who have completed a
postsecondary certificate or diploma program in medical administrative
assisting or a related field.

Is a college degree necessary to work as a medical
administrative assistant?

A college degree is not usually necessary to work as a medical administrative
assistant. Most positions require a certificate or diploma from a vocational
school or community college, although some may prefer or require an associate
degree.

Are there any certifications required for medical
administrative assistants?

While certification is not always mandatory, obtaining certifications such as
the Certified Medical Administrative Assistant (CMAA) offered by AAPC can
enhance job prospects and demonstrate professional competence.

How long does it take to complete the education for
a medical administrative assistant?

Education programs for medical administrative assistants typically take
between 6 months to 1 year to complete if pursuing a certificate or diploma.
Associate degree programs usually take about 2 years.

What subjects are covered in medical administrative



assistant education programs?

Programs commonly cover medical terminology, healthcare laws and ethics,
office procedures, medical billing and coding, electronic health records, and
communication skills.

Can online education programs qualify someone to
become a medical administrative assistant?

Yes, many accredited online programs offer medical administrative assistant
training that meets industry standards and prepares students for
certification exams and employment.

Additional Resources

1. Medical Administrative Assistant: Procedures and Technology

This comprehensive textbook covers the essential skills and knowledge
required for medical administrative assistants. It includes detailed
information on medical terminology, office procedures, and healthcare laws.
The book also emphasizes practical applications, such as appointment
scheduling, billing, and coding, making it ideal for students preparing for
certification exams.

2. Fundamentals of Medical Assisting

A foundational guide for aspiring medical administrative assistants, this
book presents core concepts in medical assisting with a strong focus on
administrative duties. It explores topics like medical record management,
insurance processing, and communication skills necessary for healthcare
settings. The text also integrates updates on healthcare regulations and
technology, ensuring readers are well-prepared for the evolving medical
office environment.

3. Administrative Medical Assisting: Foundations and Practice

This book offers an in-depth look at the administrative functions performed
by medical assistants. It covers the education requirements, skill sets, and
professional standards expected in the field. Readers will benefit from
practical exercises, real-world scenarios, and insights into healthcare
ethics and patient confidentiality.

4. Medical Office Procedures

Focused on the day-to-day operations of medical offices, this book teaches
students how to handle scheduling, correspondence, and electronic health
records. It also discusses coding and billing processes, insurance claims,
and compliance with healthcare laws. The clear layout and step-by-step
instructions make it a valuable resource for anyone entering medical
administrative roles.

5. Essentials of Medical Terminology for Health Professionals
Understanding medical terminology is crucial for medical administrative



assistants, and this book provides a thorough introduction tailored to
healthcare office professionals. It explains complex terms in an accessible
manner and includes exercises to reinforce learning. Mastery of medical
language as presented in this book supports effective communication and
accurate record-keeping.

6. Medical Billing and Coding for Dummies

This beginner-friendly guide demystifies the often complex world of medical
billing and coding, a key component of medical administrative assistant
duties. It covers coding systems such as ICD-10 and CPT, billing procedures,
and insurance reimbursement processes. The book’s straightforward
explanations and helpful tips make it ideal for students and professionals
seeking to enhance their administrative skills.

7. Legal and Ethical Aspects of Health Information Management

An essential resource that addresses the legal and ethical considerations
medical administrative assistants must understand. Topics include patient
privacy (HIPAA), documentation standards, and compliance with healthcare
regulations. This book helps readers grasp the responsibilities tied to
managing sensitive health information in medical offices.

8. Pharmacology for Medical Assistants

While primarily focused on clinical responsibilities, this text also covers
the administrative aspects related to pharmacology. It explains medication
classifications, prescription processes, and documentation requirements.
Understanding these elements supports medical administrative assistants in
coordinating with healthcare providers and managing patient records
efficiently.

9. Professionalism and Communication in Medical Assisting

This book highlights the importance of interpersonal skills and professional
behavior in medical administrative roles. It explores effective communication
techniques with patients, healthcare teams, and insurance companies.
Emphasizing professionalism, it prepares readers to navigate the challenges
of the healthcare environment with confidence and competence.
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Coverage of Electronic Medical Records (EMR). - NEW! Evolve site including chapter review
questions, review questions, videos, forms and templates, audio glossary, and more! - UPDATED!
Reflects contemporary standards, technological tools, and terminology used in day-to-day modern
health care practice. - NEW! New and revised learning tools - including: learning objectives, key
terms, assignment boxes, tips, critical thinking boxes, and Did You Know boxes. - UPDATED!
Reflects current privacy legislation (PIPEDA) and changes to provincial and territorial Freedom of
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medical administrative assistant education requirements: Medical Office Administration -
E-Book Brenda A. Potter, 2021-09-04 Learn the skills you need to succeed in the modern medical
office! Medical Office Administration: A Worktext, 5th Edition provides a clear, hands-on approach
to help you master the role and responsibilities of the administrative medical assistant. With a focus
on exceptional patient service, this easy-to-read text stresses comprehension, application, and
critical thinking to ensure you are job-ready on Day 1. When used in conjunction with SimChart® for
the Medical Office, Elsevier's educational EHR (sold separately), you will gain realistic experience
with day-to-day tasks as if you were in an actual office setting. This worktext helps you develop the
knowledge and skills you need to think critically and respond confidently to the challenges you'll
encounter on the job. - Approachable writing style uses a conversational tone for easy
understanding. - Procedure checklists outline the steps required to complete a full range of
administrative tasks. - Patient-centered focus highlights the importance of exceptional service as a
key component of every Medical Assisting competency. - Think About It feature encourages you to
apply your knowledge to realistic work situations and develop critical thinking. - Chapter
checkpoints promote comprehension with questions following sections of the text. - Compliance tips
provide focused guidance on how to follow HIPAA mandates. - Learning resources on the Evolve
website provide extra practice, including chapter quizzes, a sample certification exam, and
interactive forms. - NEW content expands discussion of patient confidentiality, healthcare data
security, appointment scheduling, procedure coding changes, job search strategies, and more. -
UNIQUE! Correlation with NEW SimChart® for the Medical Office (SCMO) exercises simulates all
aspects of the administrative functions that make up the day-to-day practice of a medical office.
(SCMO sold separately.) - NEW! Sample practice examination on the Evolve website provides
effective preparation for certification.

medical administrative assistant education requirements: Kinn's The Administrative
Medical Assistant - E-Book Alexandra Patricia Adams, 2013-11-28 Prepare for a successful career in
medical assisting! Kinn’s The Administrative Medical Assistant, 8th Edition helps you learn the
real-world administrative skills essential to working in the health care office. In-depth coverage
ranges from professional behavior and interpersonal skills to billing and coding, electronic health
records and management of practice finances. Written by administrative medical assisting expert
Alexandra Adams, this classic resource also includes an Evolve companion website with exercises
and activities, videos, review questions for the CMA and RMA certification exams, and an interactive
portfolio builder. Step-by-step, illustrated procedures make it easier to learn and understand
medical assisting skills, and include rationales for each step. Threaded case scenarios let you
develop critical thinking skills and apply concepts learned in each chapter to realistic administrative
situations. Study Guide includes a variety of exercises to test your knowledge and critical thinking
skills, case scenarios from the book, and a Procedure Checklists Manual. Sold separately.
Emergency Preparedness and Assisting with Medical Emergencies chapter prepares you to take
action during crises and urgent situations. Detailed learning objectives and vocabulary with
definitions in each chapter help you study more effectively, with connections icons linking concepts
in the text to exercises in the study guide and on the Evolve companion website. Patient education
and legal and ethical issues are described in relation to the Medical Assistant's job. A Portfolio
Builder on the Evolve website helps you demonstrate proficiency to potential employers. NEW!
Charting examples within the procedures are highlighted for easier learning. UPDATED coverage of
the Electronic Health Record ensures that you are familiar with the technology you'll use on the job.



medical administrative assistant education requirements: Plunkett's Procedures for the
Medical Administrative Assistant Heather D. Ramsay, Marie Rutherford, 2020-02-15 Written in a
clear, engaging style, Plunkett's Procedures for the Medical Administrative Assistant, 5th Edition
provides instruction for all the essential office procedures required by today's medical office
administrative assistants in Canada - whether they work in a medical office, a complementary care
office, or in a hospital setting. It contains the most current information available in the field, and
specifically reflects health care in Canada. Chapters address the diverse skills and knowledge
required by a medical office administrative assistant, such as good communication, privacy,
customer service, stress management, medical transcription, filing, appointment booking, physical
and virtual meetings, billing (ICD-10-CA), and more. This new edition covers Electronic Medical
Records (EMR), and features an eye-catching new four colour design and a new Evolve companion
site with invaluable instructor and student resources. Written in an accessible, clear, engaging, and
easy to understand style. Key terms, learning objectives, end-of-chapter assignments, and discussion
questions throughout. Examples and exercises delve deeper into topic areas. Extensive offering of
working papers and templates allow for extra practice on tasks and scenarios encountered in the
medical office environment. Quintessentially Canadian content and viewpoint. Continuation of the
beloved Dr. Plunkett theme. NEW! Four Colour design with new art programme better illustrates
current concepts and improves readability and visual appeal. UPDATED! Expanded coverage of
healthcare plans across Canada. NEW! Coverage of Electronic Medical Records (EMR). NEW!
Evolve site including chapter review questions, review questions, videos, forms and templates, audio
glossary, and more! UPDATED! Reflects contemporary standards, technological tools, and
terminology used in day-to-day modern health care practice. NEW! New and revised learning tools -
including: learning objectives, key terms, assignment boxes, tips, critical thinking boxes, and Did
You Know boxes. UPDATED! Reflects current privacy legislation (PIPEDA) and changes to provincial
and territorial Freedom of Information acts. NEW! Chapter order and comprehensive Table of
Contents.

medical administrative assistant education requirements: Postsecondary Sourcebook for
Community Colleges, Technical, Trade, and Business Schools Midwest/West Edition , 2010-12

medical administrative assistant education requirements: Undergraduate Guide: Two-Year
Colleges 2011 Peterson's, 2010-08-24 Peterson's Two-Year Colleges 2011 includes information on
nearly 2,000 accredited two-year undergraduate institutions in the United States and Canada, as
well as some international schools. It also includes scores of detailed two-page descriptions written
by admissions personnel. College-bound students and their parents can research two-year colleges
and universities for information on campus setting, enrollment, majors, expenses, student-faculty
ratio, application deadline, and contact information. SELLING POINTS: Helpful articles on what you
need to know about two-year colleges: advice on transferring and returning to school for adult
students; how to survive standardized tests; what international students need to know about
admission to U.S. colleges; and how to manage paying for college State-by-state summary table
allows comparison of institutions by a variety of characteristics, including enrollment, application
requirements, types of financial aid available, and numbers of sports and majors offered Informative
data profiles for nearly 2,000 institutions, listed alphabetically by state (and followed by other
countries) with facts and figures on majors, academic programs, student life, standardized tests,
financial aid, and applying and contact information Exclusive two-page in-depth descriptions written
by college administrators for Peterson's Indexes offering valuable information on associate degree
programs at two-year colleges and four-year colleges-easy to search alphabetically

medical administrative assistant education requirements: Two-Year Colleges - 2010
Peterson's, 2009-07-24 Now Let Us Find the Right One for You. Peterson's has more than 40 years of
experience working with students, parents, educators, guidance counselors, and administrators in
helping to match the right student with the right college. We do our research. You'll find only the
most objective and accurate information in our guides and on Petersons.com. We're with you every
step of the way. With Peterson's resources for test prep, financial aid, essay writing, and education




exploration, you'll be prepared for success. Cost should never be a barrier to receiving a high-quality
education. Peterson's provides the information and guidance you need on tuition, scholarships, and
financial aid to make education more affordable. What's Inside? Up-to-date facts and figures on
application requirements, tuition, degree programs, student body profiles, faculty, and contacts
Quick-Reference Chart to pinpoint colleges that meet your criteria Valuable tips on preparing for
and scoring high on standardized tests Expert advice for adult learners and international students
Book jacket.

medical administrative assistant education requirements: Postsecondary Sourcebook for
Community Colleges, Technical, Trade, and Business Schools Northeast/Southeast Edition , 2010-12

medical administrative assistant education requirements: Health Careers Today E-Book
Judith Gerdin, 2021-10-20 Find the healthcare career that's right for you! Health Careers Today, 7th
Edition provides a complete overview of the most popular careers in health care, helping you make
an informed decision in choosing a profession. Not only does this book discuss the roles and
responsibilities of different occupations, it provides a solid foundation in the skills and competencies
that each health career requires. Clear explanations of anatomy and physiology, disease processes,
and treatments provide essential knowledge of the human body and show how health concepts apply
to the work of various professionals. From experienced educator Judith Gerdin, this edition adds new
coverage of skills and the changing healthcare environment; an Evolve website includes anatomy
animations, videos of skills and careers, and more. - Chapters on health careers focus on allied
health professions and careers in high demand, including commonly performed skills, education
requirements, and potential earnings of each. - Skill Activities provide the opportunity to obtain
hands-on experience, with detailed instructions on how to perform crucial tasks. - Case studies let
you practice critical thinking by solving real-world questions and problems. - Health Careers in
Practice boxes include profiles of working healthcare professionals and the pros and cons of specific
careers. - Brain Bytes reinforce concepts with facts and points of interest relating to the chapter
content. - Review questions in each chapter allow you to assess your understanding of the material. -
Additional resources include information on professional associations, accreditations, and
government agencies for each healthcare profession. - NEW! New and updated content covers
health care systems, professionals, and patient workflow, including the latest reimbursement models
and a discussion of future trends. - NEW content on fundamental healthcare skills includes topics
such as basic accounting, health insurance, and use of electronic health records. - NEW! Expanded
content addresses cultural competency, diversity awareness, and bias.

medical administrative assistant education requirements: The 1984 Guide to the
Evaluation of Educational Experiences in the Armed Services American Council on Education,
1984

medical administrative assistant education requirements: The 1980 Guide to the
Evaluation of Educational Experiences in the Armed Services: Army American Council on
Education, 1980

medical administrative assistant education requirements: Catalog Community College of
Denver, 2008

medical administrative assistant education requirements: Kinn's The Medical Assistant -
E-Book Deborah B. Proctor, Alexandra Patricia Adams, 2014-03-27 The most comprehensive medical
assisting resource available, Kinn's The Medical Assistant, 11th Edition provides unparalleled
coverage of the practical, real-world administrative and clinical skills essential to your success in
health care. Kinn's 11th Edition combines current, reliable content with innovative support tools to
deliver an engaging learning experience and help you confidently prepare for today's competitive job
market. Study more effectively with detailed Learning Objectives, Vocabulary terms and definitions,
and Connections icons that link important concepts in the text to corresponding exercises and
activities throughout the companion Evolve Resources website and Study Guide & Procedure
Checklist Manual. Apply what you learn to realistic administrative and clinical situations through an
Applied Learning Approach that integrates case studies at the beginning and end of each chapter.



Master key skills and clinical procedures through step-by-step instructions and full-color illustrations
that clarify techniques. Confidently meet national medical assisting standards with clearly identified
objectives and competencies incorporated throughout the text. Sharpen your analytical skills and
test your understanding of key concepts with critical thinking exercises. Understand the importance
of patient privacy with the information highlighted in helpful HIPAA boxes. Demonstrate your
proficiency to potential employers with an interactive portfolio builder on the companion Evolve
Resources website. Familiarize yourself with the latest administrative office trends and issues
including the Electronic Health Record. Confidently prepare for certification exams with online
practice exams and an online appendix that mirrors the exam outlines and provides fast, efficient
access to related content. Enhance your value to employers with an essential understanding of
emerging disciplines and growing specialty areas. Find information quickly and easily with newly
reorganized chapter content and charting examples. Reinforce your understanding through medical
terminology audio pronunciations, Archie animations, Medisoft practice management software
exercises, chapter quizzes, review activities, and more on a completely revised companion Evolve
Resources website.

medical administrative assistant education requirements: Elsevier's Medical Assisting
Exam Review - E-Book Deborah E. Holmes, 2021-03-13 There's no better way to get ready for
Medical Assisting certification exams! With content review plus 3,000 test items and a customized
online exam engine to generate practice sessions and mock exams, Elsevier's Medical Assisting
Exam Review, 6th Edition provides complete preparation for seven certification exams — the CMA,
RMA, CMAS, CCMA, CMAA, CMAC, and NCMA. An illustrated, outline format makes it easy to
review key medical assisting concepts and competencies, including anatomy and physiology, medical
terminology, diseases and disorders, and administrative and clinical tasks. Answers and rationales
for each question help you strengthen any weak areas and prepare effectively for test-day success! -
UNIQUE! Online custom test generator allows students to focus on any topic and to create unique
timed simulated exams at each visit. - UNIQUE! Seven certification exams are covered: the CMA
(AAMA), RMA (AMT), CMAS (AMT), CCMA (NHA), CMAA (NHT), CMAC (AMCA), and NCMA
(NCCT). - Convenient, easy-to-follow outline format provides at-a-glance review of the subject areas
covered in Medical Assisting certification exams. - Complete test preparation includes three pretests
— administrative, clinical, and general — as well as a comprehensive posttest, with answers and
rationales for all questions. - Study tips and test-taking strategies provide students with advice and
insight into preparing effectively for certification exams. - Hundreds of additional practice questions
are included on the Evolve website, along with flash cards and A&P animations, to boost students'
exam readiness and test-taking confidence. - NEW! 3,000 questions — including 500 all-new items —
include answers, rationales, and mapping to seven exam blueprints (CMA, RMA, CMAS, CCMA,
CMAA, CMAC, and NCMA). - NEW content is aligned with the latest exam blueprints, including the
new CMA exam format effective in 2021. - NEW! Full-color illustrations reinforce student
understanding of medical assisting content and include photos of clinical equipment and supplies.

medical administrative assistant education requirements: Guide to Technical, Trade, and
Business Schools Mary Goodhue Lynch, 2001-10

medical administrative assistant education requirements: College Blue Book MacMillan
Reference, 2006-12 Presents profiles of colleges, universities, vocational schools, and distance
learning programs in the United States and Canada, and includes tabular data on college costs,
accreditation, and other factors, as well as lists of degrees and subjects offered, and sources of
financial aid.

medical administrative assistant education requirements: The College Blue Book, 2010

medical administrative assistant education requirements: Randax Education Guide , 1991

medical administrative assistant education requirements: Plunkett's Procedures for the
Medical Administrative Assistant - E-Book Heather D. Ramsay, Marie Rutherford, 2026-02-02
Written in a clear, engaging style, Plunkett's Procedures for the the Health Services Administrative
Assistant, 6th Edition provides instruction for all the essential office procedures required by today's




health services administrative assistants in Canada — whether they work in a medical office, a
complementary care office, or in a hospital setting. Plunkett's contains the most current information
available in the field, and specifically reflects health care in Canada. Chapters address the diverse
skills and knowledge required by a medical office administrative assistant, such as good
communication, privacy, customer service, stress management, medical transcription, filing,
appointment booking, physical and virtual meetings, billing (ICD-10-CA), and more. This new
expanded edition includes in-depth coverage of topics including privacy and confidentiality, hospital
procedures, cross-cultural communication, and more; three new chapters on health care's evolving
landscape, therapeutic communication, and pharmacology; and a revised art program. Accompanied
by a robust offering of invaluable instructor and student resources on Evolve, Plunkett's Procedures
for the Health Services Administrative Assistant, 6e is the only text you'll need to prepare for your
career in health care administration assistance.* Written in an accessible, clear, engaging, and easy
to understand style. * Quintessentially Canadian content and viewpoint. * Examples and exercises
delve deeper into topic areas. * Teaching and learning tools including learning objectives, key terms,
assignment boxes, tips, critical thinking boxes, Did You Know boxes, end-of-chapter assignments,
and discussion questions throughout. * Extensive offering of working papers and templates allow for
extra practice on tasks and scenarios encountered in the medical office environment. * Coverage of
healthcare plans across Canada. * Coverage of Electronic Medical Records (EMR). ¢ Four colour
design and art program illustrates current concepts and improves readability and visual appeal. °
Evolve site including TEACH lesson plans, a test bank, TEACH PowerPoint slides, image collection
for instructors; chapter review questions, review questions, videos, forms and templates, audio
glossary, and more! * Reflects current privacy legislation (PIPEDA) and changes to provincial and
territorial Freedom of Information acts.« UPDATED! Thoroughly updated to reflect contemporary
standards, technological tools, and terminology used in day-to-day modern health care practice. ®
EXPANDED coverage on top-of-mind topics including confidentiality and privacy, cross-cultural
communication, infection prevention and control, new electronic information technologies, hospital
procedures, billing practices, administrative roles and responsibilities in the evolving health care
information environment, and more! * NEW! Chapter on Therapeutic Communication « NEW!
Chapter on Health Care in an Evolving Environment « NEW! Chapter on Pharmacology ¢
EXPANDED and UPDATED art program provides greater current examples of forms and
technologies encountered in the workplace, as well as new diagrams illustrating concepts
introduced in the chapter to support student comprehension. * NEW! Additional Evolve resources:
SimChart® for the Medical Office exercises and Practicum Activities

medical administrative assistant education requirements: Michigan Postsecondary
Admissions & Financial Assistance Handbook Michigan. Department of Education, 1987
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