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	Action: Immediate

	
PURPOSE:  To inform the staff of OA, State Apprenticeship Agencies (SAA), Registered Apprenticeship program sponsors, and other Registered Apprenticeship partners of the approval of the Competency-Based Occupational Framework for the occupation of Medical Assistant:
    
                                         Medical Assistant
                                         O*NET-SOC Code: 31-9092.00
                                         RAPIDS Code: 1085CB
                                         Type of Training:  Competency-based     

BACKGROUND:  The National Office has approved a set of ten (10) national, Competency-Based Occupational Frameworks (CBOFs), developed in partnership with the Urban Institute. These CBOFs have met industry standards and approval; they cover job titles and occupational pathways, related functions and performance criteria, as well as academic, workplace and personal competencies for job success. While use of these CBOFs in developing competency-based standards is voluntary, no additional vetting of a Work Process Schedule  utilizing the CBOFs should be required where a program aligns to the occupational framework described in a CBOF beyond the basic requirements set forth in 29 CFR Part 29.  

Included among the ten initially approved CBOFs, is Medical Assistant.   Medical assistants work in medical offices and outpatient care centers, including urgent care centers and surgical centers. They work with licensed health care and allied health care providers, including doctors, optometrists, podiatrists, chiropractors, nurse practitioners, physician’s assistants, nurses, radiology technicians, respiratory therapists, and office support staff (e.g., clerical office staff). Some medical assistants work in small medical practices that employ only a physician and a single medical assistant, and others work in larger medical practices and outpatient care centers (including those affiliated with hospitals).

Medical assistants work with licensed medical care providers in medical offices or other outpatient centers to maintain office records and equipment, schedule and participate in the examination and treatment of patients, perform basic diagnostic tests or medical procedures, and provide patient education and follow-up support.

Within certain limits, the sponsors of CBOF-based apprenticeship programs are permitted to customize the job functions or competencies contained in a CBOF for Medical Assistant. However, OA encourages the use of all core competencies to be included in the approved WPS. 

ACTION:  OA staff should familiarize themselves with this bulletin and the attached CBOF as a source for developing apprenticeship standards and/or providing technical assistance.

If you have any questions, please contact Natalie Linton, Program Analyst, Division of Program Quality, Standards and Policy at (202) 693-3592.

NOTE:  This bulletin is being sent via electronic mail.
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O*NET-SOC Code:  31-9092.00

RAPIDS Code:  1085CB

Created:  March 2017

Updated: January 2018

This project has been funded, either wholly or in part, with Federal funds from the Department of Labor, Employment and Training Administration under Contract Number DOL-ETA-15-C-0087.  The contents of this publication do not necessarily reflect the views or policies of the Department of Labor, nor does mention of trade names, commercial products, or organizations imply endorsement of the same by the U.S. Government. 



For More Information, Contact:

Diana Elliott, PhD, Senior Research Associate, Urban Institute:  delliott@urban.org

Robert Lerman, PhD, Institute Fellow, Urban Institute:  rlerman@urban.org
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		WORK PROCESS SCHEDULE

Medical Assistant

		O*NET-SOC Code:  31.9092.00

RAPIDS Code:  1085CB



		JOB TITLE:



		Company Contact: Name



		Address:





		Phone

		Email





		Apprenticeship Type:  

_______Competency-Based

_______Time-Based         _______Hybrid

		Prerequisites





		JOB FUNCTION 1: Communicates with others to collect, share, record and report information properly



		Competencies

		



		Schedules appointments

		Core



		Greets and logs in patients at office or clinic

		Core



		Determines and records medical history and reason for current appointment/visit/procedure

		Core



		Provides patient instructions, information and education

		Core



		Phones, faxes or uses electronic system to order or refill prescriptions

		Core












		JOB FUNCTION 2: Manages “front end” of medical office



		Competencies

		



		Collects payments or co-payments and bills insurance companies

		Core



		Maintains office files

		Core



		Properly codes medical diagnoses, treatments and therapies for patient billing and third-party payer purposes

		Core







		JOB FUNCTION 3: Assists medical professionals and patients during examinations and procedures



		Competencies

		



		Shows patient to examination or procedure room and prepares them for physician

		Core



		Hands instruments to care-providers, as needed, and assists in examinations, treatments and procedures, as needed

		Core



		Records notes during exam or procedure

		Core







		JOB FUNCTION 4: Carries out basic medical procedures



		Competencies

		



		Gives injections based on care provider’s orders

		Core



		Cleans and dresses wounds

		Core



		Administers medications per licensed care provider's order

		Core



		Removes sutures

		Core



		Performs irrigation techniques: ear, eyes, nose, medical tubing, wounds, medical pumps and devices

		Core



		Takes vital signs

		Core







		JOB FUNCTION 5: Collects and prepares samples for analysis



		Competencies

		



		Collects samples using sterile techniques

		Core



		Performs in-office testing

		Core



		Properly labels and sends samples to analytical laboratory

		Core



		Records results of tests and analysis

		Core
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		COURSE NAME
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		Hours
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