
 Medical Administrative Assistant 
The Medical Administrative Assistant Profession 
Medical administrative assistants primarily work in doctor’s 

offices, clinics, outpatient settings, hospitals, and other 

healthcare settings. Medical administrative assistants, 

medical secretaries, and medical records clerks are all 

positions in great demand. The growth and the complexity 

of the U.S. healthcare system have resulted in a substantial 

increase in the need for qualified medical administrative 

assistants. Medical Administrative Assistants are an in-
demand occupation throughout our nine-county region. 
According to the department of labor, the growth rate for 
these roles is 35% from 2016 to 2026. Median pay is 
$34,590 per year.

The Medical Administrative Assistant Program  
This program prepares students to function effectively in 

many of the administrative and clerical positions in the 

healthcare industry. It provides students a well-rounded 

introduction to medical administration and covers the

following key areas and topics:  

 History and background of the medical assisting

profession, medical ethics, and basic medical law
 Telephone techniques and skills for scheduling

appointments

 Medical terminology

 Basics of insurance billing and coding

 Medical records management and management of

practice finances

Education & Certification
 Medical administrative assistants should have or be 

pursuing a high school diploma or GED.

 Keyboarding skills and familiarity with Office 
desktop software is highly recommended.

 Several national certification options are available 
to student who complete this course. 

Detailed Course Topics Covered
• An overview of the healthcare industry and 

expectations for a healthcare professional

• Role of the medical administrative assistant

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

• Ethical and legal issues, fraud abuse, and compliance

• Office and patient communication techniques, 
appointment scheduling and general office duties

• Technology in the healthcare environment

• Basic terminology used in the medical office

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

• HIPAA review and patient bill of rights and 
confidentiality

• Financial and practice management

• Health insurance coverage, and billing and coding 
procedures

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

• Medical accounting, financial statements, cost analysis, 

and budgets for the medical practice

• Specimen collection, laboratory safety and federal and 

state regulations

• Assisting with medical emergencies 

Course Contact Hours: 50 hrs. 
Clinical Hours: 40 hrs. 
Student Tuition: $1,399 (Textbooks included) 

September 30, 2019 – November 20, 2019 
Mondays and Wednesdays  
6:00pm – 9:30pm 
FLCC Main Campus
3325 Marvin Sands Drive
Canandaigua, NY 14424

Enroll today!
Call 585-785-1760

Email: pdce@flcc.edu




