


JOB DESCRIPTION
Medical Office Assistant
Position Title: Medical Office Assistant
Reports To: Director of Client Care & Clinic Operations
Location: Oak Bay
Status: 0.8 – 1.0 FTE (Monday-Friday)
Wage: $27.00 – 30.00 per hour
Position Summary
The Medical Office Assistant (MOA) supports the day-to-day operations of Dr. A. David Attwell Inc by providing administrative, clerical, and patient-facing services. The MOA is responsible for a wide variety of clerical and medical office duties, including client reception, appointment booking, recall system, document management (importing, attachment, and categorizing), requisition and result tracking, POS transactions, supply ordering, and exam room preparation and cleaning.
This role requires diplomacy, professionalism, and exceptional interpersonal skills to ensure patients receive a consistently high standard of service. The MOA contributes to a respectful, efficient, and collaborative clinic environment.
Key Responsibilities
Client Service
· Serve as first point of contact for patients in person and by phone
· Provide a polished, calm, and diplomatic experience in all interactions
· Handle sensitive information and conversations with discretion
· Support a patient-centered approach that aligns with the clinic’s values
Administrative & EMR
· Schedule appointments, manage recalls, and maintain accurate patient records
· Import, categorize, and manage documents in MedAccess
· Process requisitions, referrals, test results, and follow-up tasks
· Perform POS transactions and maintain up-to-date billing information
· Ensure accuracy and completeness in all documentation
Clinic Operations
· Prepare and clean exam rooms between patients
· Maintain inventory of clinic supplies and place orders as needed
· Support clinic flow and communicate effectively with the medical team
Qualifications
· Medical Office Assistant Certificate, or equivalent education and experience
· 2+ years’ experience in a paramedical/medical office environment and/or Camosun College MOA training with practicum
· Knowledge of medical terminology is an asset
· Proficiency in computer skills, including a minimum typing speed of 50 wpm
· Demonstrated competency in all functionalities of the MedAccess EMR system is preferred
Skills and Abilities
· High level of professionalism and diplomacy
· Exceptional interpersonal skills with a mature and compassionate demeanor
· Strong written and verbal communication
· Ability to multitask, prioritize, and problem-solve with sound judgment
· Strong attention to detail and accuracy
· Comfort working independently and collaboratively
· Adaptability in a dynamic clinical environment
· Commitment to confidentiality and ethical patient care
Working Conditions
· In-person role located in a professional medical clinic
· Day shifts only
About Dr. A. David Attwell, Inc.
Dr. Attwell’s dynamic and collegial practice is located in the heart of Oak Bay. This clinic has been providing exceptional care to Victoria families for close to thirty years in the context of a welcoming, respectful, and inclusive environment. The supportive staff team consists of multiple doctors and medical office staff.
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