
Aggie Pediatrics, LLC 

Job Description: Medical Assistant 

Location: The Children’s Health Place-Greeley, Colorado 

Open Positions: 1 

Medical Assistant, Bilingual in Spanish 

 

Aggie Pediatrics at The Children’s Health Place is seeking a Bilingual Medical Assistant to work 

Full-Time (5 days/week, no weekends). 

 

We are looking for a Medical Assistant who will fully embrace our mission statement, “a 

personal approach to health care every child deserves”.   

• Friendly and outgoing  

• Punctual and responsible  

• Detailed oriented and a team player  

• Exceptional customer service with excellent communication skills 

Essential Job Duties and Responsibilities:  

• Provide pediatric services in a primary care setting 

• Intake, vital signs, administer treatments, medications, vaccinations and diagnostic testing 

• Displays a caring and professional attitude at all times 

• Maintains patient confidentiality 

• Basic understanding of electronic medical records (Epic Preferred) 

• Understanding of appropriate quality-based chart documentation and medical coding 

• Maintains equipment and medical supplies, including reordering, stocking, cleaning, and 

troubleshooting. Maintains examination areas. 

• Conducts routine vaccine inventory. May order vaccines as necessary.  

• Conduct patient triage 

• Assist Providers with procedures 

Team skills:  

● Skill in organizing resources and establishing priorities 

● Ability to communicate effectively, both verbally and in writing in English and Spanish 

● Able to work effectively at all levels in a collaborative team environment 

● Responds professionally to high-pressure situations and time limits 

● Ability to maintain quality, safety and/or infection control standards 

● Knowledge of patient safety protocols, procedures, regulations and standards 

● Thorough understanding of compliance operations, patient safety, and HIPAA 

● Front Office skills 



o Check-in and Registration 

o Telephone skills  

o Scheduling  

o Computer proficiency 

o Basic insurance knowledge 

Minimum Job Requirements 

● Completed a Medical Assisting school or program 
● Certified Medical Assistant (Can be in the process of taking the certification exam) 
● Current CPR & BLS required 
● Ability to work in drug and smoke-free workplace  
● Our dress code restricts tattoos on the hands, neck, and face 

Preferred Job Requirements  

• 1+ year experience 

• Experience in Pediatrics 

• Bilingual/fluent in Spanish 

Benefits: 

● Pay range: $20.00 to $24.00 per hour  

● Health insurance, Paid Time Off, Sick Pay, Paid Holidays 

Office hours: 

● Day shift, Monday-Friday, 8:30am-5:30pm 

Apply: Submit this online application and email your resume to andrea@mytchp.com  

 

mailto:andrea@mytchp.com

