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A Multi-Service Community Health Center for

 Medical, Dental, Mental Health, Substance Abuse, and Community Education

JOB ANNOUNCEMENT

Medical Assistant (Contingency Management Coordinator)
Clinic Services Division

Salary: DOE, w/competitive benefits package

Closes:  2/9/12
Who may apply: All qualified candidates

Where to apply: 
·  Apply in person:  606 12th Avenue S, Pearl Warren Building, Seattle, WA 98144

·  Apply by mail:  P.O. Box 3364, Seattle, WA 98114
·  Apply by fax:  (206) 324-8910

·  Apply by email:  sabrinaz@sihb.org

·  You may download the job announcement and application materials at www.sihb.org.

·  Questions:  206-324-9360 ext. 1123
Required forms and materials: A completed Seattle Indian Health Board application and affirmative action data record, resume, and cover letter.
Incomplete or late application materials may not be processed.
Job Summary:

This position is responsible for coordinating the administrative activities related to the Native Women’s Wellness project.  This position will be responsible for assisting with the set up, implementation and follow-up of this project.

Duties: 

1) Participate in weekly meetings with University of Washington staff.

2) Recruit, screen, interview and track study participants.

3) Coordinate related trainings with SIHB staff and other project stakeholders.

4) Meet with study participants to administer questionnaires, weigh participants, conduct urine analysis and blood draws.

5) Coordinate participant study incentive program.

6) Schedule and conduct participant follow-up visits.

7) Track study data, organize and maintain study materials and conduct data entry.

8) Complete project related reports as needed.

9) Other duties as assigned.

Qualifications:

Education: HS Diploma or GED. Graduation from a Medical Assistant program required.

Experience: At least 2 years experience as a clinic MA. Prior project coordination experience preferred. Computer experience required.
Knowledge/Abilities: Ability to communicate well with patients. Ability to communicate well across the organization. Ability to write reports and track data. Familiarity with the health and social issues facing the American Indian/Alaska Native population and a desire to serve our population.

Other: Successful completion of a background check.

This position is funded primarily through a specific contract with the University of Washington, funding is scheduled to end September 30, 2012. This potential end date does not constitute a contract, the SIHB is an at-will employer.

Seattle Indian Health Board is an equal opportunity employer and encourages all qualified applicants to contact the agency about current vacancies and future employment opportunities.

Indian hiring preference may apply to some positions (as defined in Title XXV, US Code Sections 44-46 and 474.)
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