medical assistant training manual

medical assistant training manual serves as an essential resource for individuals preparing to enter the
healthcare field as medical assistants. This comprehensive guide outlines the critical knowledge, skills, and
competencies required to perform administrative and clinical tasks effectively within medical settings. A
well-structured training manual enhances learning by providing step-by-step instructions, practical
examples, and standardized procedures that ensure consistency and professionalism. In this article, the
importance of a medical assistant training manual is explored, along with its key components, training
methodologies, and best practices for usage. Additionally, the manual’s role in certification preparation and
career development will be discussed. Understanding these elements helps healthcare institutions and
trainees maximize the benefits of such manuals. The following table of contents highlights the main topics

covered in this comprehensive overview.
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Importance of a Medical Assistant Training Manual

A medical assistant training manual is a fundamental tool that supports the education and ongoing
professional development of medical assistants. It provides a standardized approach to training, ensuring that
all trainees acquire the necessary skills and knowledge to perform their duties competently. The manual
plays a vital role in bridging theoretical knowledge and practical application, which is critical in healthcare

environments where precision and accuracy are paramount.

Standardization of Training

One of the primary benefits of a training manual is the consistency it brings to medical assistant education.
By outlining uniform procedures and protocols, the manual minimizes variability in training outcomes.
This standardization ensures that all medical assistants, regardless of location or training institution, meet a

baseline competency level critical for patient safety and operational efficiency.



Enhancement of Learning Experience

The manual serves as a reference guide that trainees can consult repeatedly, reinforcing learning through
detailed explanations, illustrations, and practical examples. It supports multiple learning styles by combining
textual content with procedural checklists and diagrams, thus enhancing knowledge retention and skill

acquisition.

Core Components of a Medical Assistant Training Manual

A comprehensive medical assistant training manual encompasses several key sections designed to cover the
full scope of the medical assistant’s responsibilities. These components collectively foster a well-rounded

understanding of both administrative and clinical functions.

Administrative Procedures

This section addresses essential office management skills such as patient scheduling, medical record keeping,
billing, and coding. It details the use of electronic health records (EHR) systems, handling insurance claims,

and maintaining confidentiality in compliance with HIPAA regulations.

Clinical Skills and Protocols

Clinical training content includes instructions on vital sign measurement, specimen collection, medication
administration, and assisting physicians during examinations and minor surgeries. Safety protocols, infection

control, and emergency procedures are also integral parts of this section.

Communication and Professionalism

Effective communication with patients and healthcare team members is critical. This component covers
patient interaction techniques, cultural sensitivity, conflict resolution, and ethical considerations. Emphasis
on professionalism ensures that medical assistants maintain a respectful and empathetic demeanor at all

times.

Legal and Regulatory Guidelines

Medical assistants must operate within the legal frameworks governing healthcare. The manual outlines
relevant laws, including patient rights, documentation standards, and workplace safety regulations.

Understanding these guidelines helps prevent legal issues and promotes compliance.



Effective Training Methods Using the Manual

Incorporating a medical assistant training manual into educational programs requires carefully designed
methodologies to maximize its effectiveness. Various instructional strategies can be employed to enhance

learner engagement and competency development.

Hands-On Practical Sessions

Practical exercises allow trainees to apply theoretical knowledge in simulated or real clinical environments.
Using the manual as a step-by-step guide during these sessions reinforces correct techniques and procedural

adherence.

Interactive Workshops and Role-Playing

Workshops that encourage interaction and role-playing scenarios help trainees develop interpersonal and
communication skills. These methods also provide opportunities to practice patient interactions and

problem-solving in a controlled setting.

Regular Assessments and Feedback

Continuous evaluation through quizzes, skills checklists, and performance reviews ensures that trainees are
progressing appropriately. Feedback based on manual standards helps identify areas needing improvement

and reinforces best practices.

Role in Certification and Compliance

The medical assistant training manual is instrumental in preparing candidates for national certification
exams, such as the Certified Medical Assistant (CMA) or Registered Medical Assistant (RMA) credentials. It

aligns training content with exam requirements, facilitating targeted study and review.

Alignment with Certification Standards

The manual incorporates competencies and knowledge areas outlined by certifying bodies. This alignment

ensures that trainees develop the skills necessary to pass certification exams and meet professional standards.



Support for Continuing Education

Beyond initial certification, the manual serves as a resource for ongoing education and skill enhancement. It
provides updates on new protocols, technology, and regulatory changes that medical assistants must stay

current with to maintain certification and compliance.

Best Practices for Maintaining and Updating the Manual

To remain a relevant and effective training resource, the medical assistant training manual requires regular
review and updates. Healthcare is a dynamic field, and training materials must reflect current standards

and innovations.

Incorporating Feedback from Users

Input from instructors, trainees, and clinical supervisors helps identify content gaps, outdated information,

or areas needing clarification. This feedback is crucial for continuous improvement of the manual.

Updating Regulatory and Clinical Content

Changes in healthcare laws, technology advancements, and clinical best practices necessitate timely
revisions. Maintaining an updated manual ensures compliance and equips medical assistants with the latest

knowledge and skills.

Utilizing Digital Formats

Transitioning the manual to digital platforms allows for easier updates and broader accessibility. Interactive

features such as videos, quizzes, and hyperlinks can enhance learning and keep content engaging.

Training the Trainers

Ensuring that instructors are well-versed with the manual’s content and updates guarantees effective
delivery of training. Periodic instructor workshops can maintain consistency and quality across training

programs.

e Standardizes medical assistant education

¢ Enhances learning through structured content



e Covers administrative and clinical skills comprehensively
e Supports certification preparation

¢ Requires regular updates to stay current

Frequently Asked Questions

What is a medical assistant training manual?

A medical assistant training manual is a comprehensive guide designed to teach individuals the skills and

knowledge required to perform administrative and clinical tasks in healthcare settings.

What topics are typically covered in a medical assistant training manual?

Topics usually include medical terminology, anatomy and physiology, clinical procedures, patient care,

medical billing and coding, office administration, and legal and ethical guidelines.

How can a medical assistant training manual help in certification
preparation?

A training manual provides structured learning material and practice exercises that align with certification

exam content, helping candidates understand key concepts and improve their chances of passing.

Are medical assistant training manuals updated regularly?

Yes, reputable training manuals are updated regularly to reflect the latest healthcare regulations,

technologies, and best practices to ensure trainees receive current and relevant information.

Can a medical assistant training manual be used for self-study?

Absolutely, many training manuals are designed for self-paced learning, allowing individuals to study

independently and at their own convenience.

What are the benefits of using a medical assistant training manual during
on-the-job training?

The manual serves as a reference guide, reinforces learning, standardizes procedures, and helps new

medical assistants quickly adapt to workplace expectations and responsibilities.



Where can I find a reliable medical assistant training manual?

Reliable manuals can be found through accredited medical assistant programs, professional organizations,

reputable publishers, and online educational platforms.

Does a medical assistant training manual include practical skills training?

Yes, many manuals include step-by-step instructions, illustrations, and sometimes access to supplementary

videos or simulations to teach practical clinical and administrative skills.

How long does it typically take to complete a medical assistant training
manual?

Completion time varies depending on the manual's depth and the learner's pace, but typically ranges from

a few weeks to several months when combined with practical training.

Is digital or print format better for a medical assistant training manual?

Both formats have advantages; print manuals are portable and easy to annotate, while digital versions often

include interactive features, search functions, and are easily updated.

Additional Resources

1. Medical Assistant Exam Review
This comprehensive guide prepares aspiring medical assistants for certification exams such as the CMA and
RMA. It covers key topics including clinical procedures, administrative duties, and anatomy. The book

includes practice tests and review questions to reinforce learning and boost exam confidence.

2. Essentials of Medical Assisting: Administrative and Clinical Procedures

This textbook offers a detailed overview of both the administrative and clinical responsibilities of a medical
assistant. It features step-by-step procedures, real-world applications, and case studies to help students
understand their roles in healthcare settings. The book is designed to build practical skills alongside

theoretical knowledge.

3. Clinical Medical Assisting: A Professional, Field-Specific Approach
Focused on clinical skills, this manual provides in-depth instruction on patient care, vital signs
measurement, and laboratory techniques. It emphasizes professionalism and ethical practices in medical

assisting. Students learn through illustrations, exercises, and scenario-based learning.

4. Administrative Medical Assisting
This book specializes in the administrative side of medical assisting, including medical billing, coding,

scheduling, and patient communication. It explains healthcare laws and regulations that impact office



management. The content is ideal for students aiming to excel in front-office medical roles.

5. Medical Assisting: Administrative and Clinical Competencies

Covering a broad spectrum of medical assisting skills, this manual integrates both clinical and administrative
training. It includes competency checklists, skill-building activities, and updated healthcare information to
prepare students for real-world challenges. The book supports both classroom and practical learning

environments.

6. Practical Procedures for Medical Assisting
This hands-on guide focuses on the essential procedures medical assistants perform daily, such as injections,
wound care, and specimen collection. Detailed illustrations and instructions ensure clear understanding and

safe practice. It's a valuable resource for learners who want to master clinical tasks.

7. Medical Terminology for Health Professions
While not exclusively a training manual, this book is crucial for medical assistants to understand medical
language. It breaks down complex terminology into manageable parts and provides exercises for retention.

Mastery of medical terms enhances communication and documentation accuracy.

8. Phlebotomy Essentials
Specializing in blood collection techniques, this manual is vital for medical assistants involved in lab work. It
covers equipment, procedures, safety protocols, and patient interaction strategies. The book combines

theory with practice to build confidence in phlebotomy skills.

9. Electronic Health Records for the Medical Office
This book introduces medical assistants to the digital management of patient records. It covers software
navigation, data entry, privacy laws, and the importance of accurate documentation. Understanding

electronic health records is key to efficient healthcare administration today.
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icons that link important concepts in the text to corresponding exercises and activities throughout
the companion Evolve Resources website and Study Guide & Procedure Checklist Manual. Apply
what you learn to realistic administrative and clinical situations through an Applied Learning
Approach that integrates case studies at the beginning and end of each chapter. Master key skills
and clinical procedures through step-by-step instructions and full-color illustrations that clarify
techniques. Confidently meet national medical assisting standards with clearly identified objectives
and competencies incorporated throughout the text. Sharpen your analytical skills and test your
understanding of key concepts with critical thinking exercises. Understand the importance of patient
privacy with the information highlighted in helpful HIPAA boxes. Demonstrate your proficiency to
potential employers with an interactive portfolio builder on the companion Evolve Resources
website. Familiarize yourself with the latest administrative office trends and issues including the
Electronic Health Record. Confidently prepare for certification exams with online practice exams
and an online appendix that mirrors the exam outlines and provides fast, efficient access to related
content. Enhance your value to employers with an essential understanding of emerging disciplines
and growing specialty areas. Find information quickly and easily with newly reorganized chapter
content and charting examples. Reinforce your understanding through medical terminology audio
pronunciations, Archie animations, Medisoft practice management software exercises, chapter
quizzes, review activities, and more on a completely revised companion Evolve Resources website.

medical assistant training manual: Clinical Procedures for Medical Assistants - E-Book
Kathy Bonewit-West, 2022-09-03 Master the foundational concepts and skills necessary to become a
successful clinical medical assistant! Written using clear and accessible language, Clinical
Procedures for Medical Assistants, 11th Edition, guides you through essential medical assisting
clinical procedures such as taking vital signs; collecting, processing, and testing laboratory
specimens; preparing patients for examinations and procedures; administering medications; and
assisting with office surgeries. This edition is thoroughly updated throughout to align with 2022
medical assisting competencies and includes a new art program, plus updated coverage of the
medical record, nutritional guidelines, OSHA standards for infection control and prevention,
emergency preparedness, and the latest medical assisting clinical guidelines. More than 90
procedures help you learn key medical assisting skills, with step-by-step instructions and clear
illustrations. Learning features throughout focus on case-based critical thinking, patient education,
legal issues, practice tips, and documentation exercises, and a full complement of online resources
provides practice for classroom and board exams, EHR documentation exercises, video procedures
with evaluation questions, and a variety of interactive exercises to reinforce comprehension and
content mastery. This thorough text ensures you have the clinical skills needed to succeed in today's
fast-paced medical office. - Consistent, meticulous coverage ensures alignment of all content
throughout the text, on the Evolve companion website, and in the study guide. - More than 90
illustrated procedures offer step-by-step guidance with many featuring accompanying online videos.
- Learning features focus on case-based critical thinking, patient education, legal issues, practice
tips, and documentation examples. - Student resources on Evolve include video procedures with
evaluation quizzes, case-based quizzes, SimChart® for the Medical Office documentation exercises,
sample certification exams, practicum activities, and interactive activities. - NEW! 2022 medical
assisting competencies throughout represent the latest educational standards approved by CAAHEP
and ABHES. - NEW! Updated content and skills address electronic prescribing of medications,
computer-generated laboratory results and reports, nutritional guidelines, OSHA standards for
infection control and prevention, emergency preparedness, and the latest clinical guidelines. - NEW!
Art program features more than 200 new illustrations for procedures, equipment, and supplies used
in the modern medical office.

medical assistant training manual: Health Occupations Education Instructional Materials
Ohio State University. Center for Vocational and Technical Education, 1972

medical assistant training manual: Kinn's The Administrative Medical Assistant - E-Book
Alexandra Patricia Adams, 2013-11-28 Prepare for a successful career in medical assisting! Kinn'’s



The Administrative Medical Assistant, 8th Edition helps you learn the real-world administrative skills
essential to working in the health care office. In-depth coverage ranges from professional behavior
and interpersonal skills to billing and coding, electronic health records and management of practice
finances. Written by administrative medical assisting expert Alexandra Adams, this classic resource
also includes an Evolve companion website with exercises and activities, videos, review questions for
the CMA and RMA certification exams, and an interactive portfolio builder. Step-by-step, illustrated
procedures make it easier to learn and understand medical assisting skills, and include rationales for
each step. Threaded case scenarios let you develop critical thinking skills and apply concepts
learned in each chapter to realistic administrative situations. Study Guide includes a variety of
exercises to test your knowledge and critical thinking skills, case scenarios from the book, and a
Procedure Checklists Manual. Sold separately. Emergency Preparedness and Assisting with Medical
Emergencies chapter prepares you to take action during crises and urgent situations. Detailed
learning objectives and vocabulary with definitions in each chapter help you study more effectively,
with connections icons linking concepts in the text to exercises in the study guide and on the Evolve
companion website. Patient education and legal and ethical issues are described in relation to the
Medical Assistant's job. A Portfolio Builder on the Evolve website helps you demonstrate proficiency
to potential employers. NEW! Charting examples within the procedures are highlighted for easier
learning. UPDATED coverage of the Electronic Health Record ensures that you are familiar with the
technology you'll use on the job.

medical assistant training manual: Study Guide for Today's Medical Assistant - E-Book
Kathy Bonewit-West, Sue Hunt, Edith Applegate, 2014-07-30 Use this study tool to master the
content from your Today's Medical Assistant: Clinical & Administrative Procedures, 2nd Edition
textbook! Corresponding to the chapters in the textbook by Kathy Bonewit-West, Sue Hunt, and
Edith Applegate, this study guide helps you understand and apply the material with practical
exercises, activities, flashcards, checklists, review questions, and more. Chapter assignment tables
at the beginning of chapters guide you through textbook and study guide assignments, and make it
easy to track your progress. Laboratory assignment tables list the procedures in each chapter,
including study guide page number references, and indicate the procedures shown on the DVDs. A
pretest and posttest in each chapter measure your understanding with 10 true/false questions. Key
term assessments include exercises to help in reviewing and mastering new vocabulary. Evaluation
of Learning questions let you assess your understanding, evaluate progress, and prepare for the
certification examination. Critical thinking activities let you apply your knowledge to real-life
situations. Practice for Competency sections offer extra practice on clinical skills presented in the
book. Evaluation of Competency checklists evaluate your performance versus stated objectives and
updated CAAHEP performance standards. Updated content includes exercises for topics such as
electronic medical records, advanced directives, HIPAA, emergency preparedness, ICD-10 coding,
documentation, medical office technology, medical asepsis, vital signs, pediatrics, colonoscopy, IV
therapy, and CLIA waived tests. New activities provide practice for the Today's Medical Assistant
textbook’s newest and most up-to-date content. New Emergency Protective Practices for the Medical
Office chapter includes procedures, critical thinking questions, and other activities to help you
understand emergency preparedness. New Wheelchair Transfer Procedure and Evaluation of
Competency checklist includes a step-by-step guide to this important procedure. New video
evaluation worksheets on the Evolve companion website reinforce the procedures demonstrated on
the textbook DVDs. New practicum and externship activities on Evolve provide practice with
real-world scenarios.

medical assistant training manual: Occupational Outlook Handbook 2008-2009 (Clothbound)

7

medical assistant training manual: Occupational Outlook Handbook , 1982 Describes 250
occupations which cover approximately 107 million jobs.

medical assistant training manual: Kinn's Medical Assisting Fundamentals - E-Book Brigitte
Niedzwiecki, 2021-10-21 Master the clinical and administrative competencies you need to succeed



as a Medical Assistant! Kinn's Medical Assisting Fundamentals, 2nd Edition covers the
administrative and clinical knowledge, skills, and procedures that are essential to patient care. A
reader-friendly approach and focus on foundational content — including medical terminology,
anatomy and physiology, basic math calculations, and soft skills — provide a solid foundation for the
key skills and procedures at the heart of Medical Assisting practice. An applied learning approach
organizes content around realistic case scenarios. The 2nd edition adds coverage of intravenous
procedures, catheterization, and limited-scope radiography to address competencies approved in
many states. This practical text will prepare you to launch a successful Medical Assisting career! -
Easy-to-understand writing style is appropriate for all levels of learners in all types of Medical
Assisting programs. - Emphasis on foundational content includes in-depth coverage of anatomy and
physiology, medical terminology, basic math calculations, and job readiness to build a strong base of
knowledge. - Illustrated, step-by-step procedure boxes demonstrate how to perform and document
key administrative and clinical skills. - Content supports Medical Assisting certification test plans to
help you prepare for board examinations. - Real-world scenario in each chapter presents a situation
for you to follow as you read through the material, helping you understand and apply key concepts
as they are presented. - Learning features include key terms and definitions, Being Professional
boxes, study tips, critical thinking exercises, and review and summary sections, all focusing on
developing the soft skills that employers seek when hiring. - Chapter learning tools include terms
with definitions, study tips, critical thinking boxes, and review and summary sections. - Medical
Terminology boxes highlight chapter-related medical terms to help you learn word parts,
pronunciation, and definitions. - Evolve website includes skills videos, chapter quizzes, five practice
certification exams, and a portfolio builder. - NEW chapters on intravenous procedures and
limited-scope radiography provide coverage of expanded Medical Assisting functions approved in
many states. - NEW! Expanded content addresses behavioral health, catheterization procedures,
disease states, medical office organization, expanding MA roles, and more.

medical assistant training manual: Occupational Outlook Handbook 2008-2009 (Paperback) ,
2008-02 The Occupational Outlook Handbook is a nationally recognized source of career
information, designed to provide valuable assistance to individuals making decisions about their
future work lives. Revised every two years, the Handbook describes what workers do on the job,
training and education requirements, earnings, and job prospects in hundreds of occupations.

medical assistant training manual: Occupational Outlook Handbook U S Dept of Labor,
2000-02 For the past 50 years, the Occupational Outlook Handbook has been the most widely used
and trusted source of occupational information -- anywhere! JIST's edition is a complete reprint of
the original!

medical assistant training manual: Occupational Outlook Handbook, 2002-03 U. S.
Department of Labor, Bureau of Labor Statistics Staff, United States. Bureau of Labor Statistics,
2002-04

medical assistant training manual: Resources in Education , 1997

medical assistant training manual: Occupational Outlook Handbook, 2000-01 U. S.
Department of Labor, Bureau of Statistics Staff, United States. Bureau of Labor Statistics, 2000-02

medical assistant training manual: SALUS , 1984 An annotated bibliography with special
emphasis on developing countries.

medical assistant training manual: Elsevier's Medical Assisting Exam Review - E-Book
Deborah E. Holmes, 2021-03-13 There's no better way to get ready for Medical Assisting
certification exams! With content review plus 3,000 test items and a customized online exam engine
to generate practice sessions and mock exams, Elsevier's Medical Assisting Exam Review, 6th
Edition provides complete preparation for seven certification exams — the CMA, RMA, CMAS,
CCMA, CMAA, CMAC, and NCMA. An illustrated, outline format makes it easy to review key medical
assisting concepts and competencies, including anatomy and physiology, medical terminology,
diseases and disorders, and administrative and clinical tasks. Answers and rationales for each
question help you strengthen any weak areas and prepare effectively for test-day success! -



UNIQUE! Online custom test generator allows students to focus on any topic and to create unique
timed simulated exams at each visit. - UNIQUE! Seven certification exams are covered: the CMA
(AAMA), RMA (AMT), CMAS (AMT), CCMA (NHA), CMAA (NHT), CMAC (AMCA), and NCMA
(NCCT). - Convenient, easy-to-follow outline format provides at-a-glance review of the subject areas
covered in Medical Assisting certification exams. - Complete test preparation includes three pretests
— administrative, clinical, and general — as well as a comprehensive posttest, with answers and
rationales for all questions. - Study tips and test-taking strategies provide students with advice and
insight into preparing effectively for certification exams. - Hundreds of additional practice questions
are included on the Evolve website, along with flash cards and A&P animations, to boost students'
exam readiness and test-taking confidence. - NEW! 3,000 questions — including 500 all-new items —
include answers, rationales, and mapping to seven exam blueprints (CMA, RMA, CMAS, CCMA,
CMAA, CMAC, and NCMA). - NEW content is aligned with the latest exam blueprints, including the
new CMA exam format effective in 2021. - NEW! Full-color illustrations reinforce student
understanding of medical assisting content and include photos of clinical equipment and supplies.

medical assistant training manual: Low-cost Rural Health Care and Health Manpower
Training , 1984

medical assistant training manual: Today's Medical Assistant - E-Book Kathy Bonewit-West,
Sue Hunt, Edith Applegate, 2012-10-15 Content updates reflect the latest competencies for medical
assistants and ensure you have the most current information on the newest trends and updates in
the medical assisting world. 8th grade reading level makes material approachable and easy to
understand. New chapter on Emergency Preparedness offers a well-rounded perspective on what to
do in specific emergency situations. New OSHA Bloodborne Pathogens video improves your
understanding of personal safety following the OSHA standards. Pronunciation section in the
Terminology Review gives you confidence with pronunciation and medical knowledge. Application to
EMR where appropriate prepares you for the real world by dealing with electronic medical records.

medical assistant training manual: Kinn's The Administrative Medical Assistant E-Book
Deborah B. Proctor, Brigitte Niedzwiecki, Julie Pepper, Payel Madero, 2016-05-13 Administrative
Medical Assisting begins with Kinn! Elsevier’s Kinn’s The Administrative Medical Assistant, 13th
Edition provides you with the real-world administrative skills that are essential to working in the
modern medical office. An applied learning approach to the MA curriculum is threaded throughout
each chapter to help you further develop the tactile and critical thinking skills necessary in today’s
healthcare setting. Paired with our adaptive solutions, EHR documentation, ICD-10 coverage and,
detailed procedural videos, you will learn the professional and interpersonal skills of modern
administrative medical assisting! Professionalism in applicable procedures teaches you how to
properly interact with patients and coworkers. Professional behavior boxes provide guidelines on
how to interact with patients, families, and coworkers. Step-by-step procedures explain complex
conditions and abstract concepts. Patient education and legal and ethical issues are described in
relation to the Medical Assistant's job. Critical thinking applications test your understanding of the
content. Threaded case scenarios help you to apply concepts to realistic administrative situations.
Portfolio builder helps you demonstrate proficiency to potential employers. NEW! Chapter on The
Health Record reviews how you’ll be working with a patient’s medical record. NEW! Chapter on
Technology in the Medical Office introduces you to the role technology plays in the medical office.
NEW! Administrative procedure videos helps you visualize and review key procedures. NEW!
Chapter on Competency-Based Education helps you to understand how your mastery of the material
will affect your ability to get a job. Basics of Diagnostic Coding prepares you to use ICD-10 coding
system.

medical assistant training manual: Occupational Outlook Handbook, 1996-1997 DIANE
Publishing Company, 1996-06 A nationally recognized, best-selling reference work. An easy-to-use,
comprehensive encyclopediaO of today's occupations & tomorrow's hiring trends. Describes in detail
some 250 occupations -- covering about 104 million jobs, or 85% of all jobs in the U.S. Each
description discuses the nature of the work; working conditions; employment; training, other



qualifications, & advancement; job outlook; earnings; related occupations; & sources of additional
information. Revised every 2 years.

medical assistant training manual: Saunders Essentials of Medical Assisting - E-Book
Diane M. Klieger, 2013-08-09 Saunders Essentials of Medical Assisting, 2nd Edition, is designed to
give you just the right amount of the essential information you need to prepare for your career as a
medical assistant. It covers all of the need-to-know information in an organized, approachable
format. The condensed information is perfect for shorter programs of study and as a review tool for
certification or re-certification for practicing medical assistants. Full-color and visually oriented, this
text presents information in manageable segments that give you all the relevant facts, without being
overwhelming. With the most up-to-date information on basic body systems; foundational concepts
such as medical terminology, nutrition, and full coverage of office concepts and procedures, you'll
have everything you need to know to begin your Medical Assisting career with confidence. -
Full-color design is visually stimulating and great for visual learners. - Helpful studying features
guide students through the material, such as: Learning Objectives for every chapter, Key
Information summarized in tables throughout the text, and emphasized Key Words! - Practical
Applications case studies at the beginning of each chapter quickly introduce students to real-life
Medical Assisting. - Word Parts and Abbreviations at the end of the Anatomy and Physiology sections
reinforce learned medical terminology. - Illustrated step-by-step Procedures, with charting examples
and rationales, show how to perform and document administrative and clinical procedures. -
UPDATED information on Medical Office Technology prepares students for jobs in today's modern,
and often hectic, medical offices. - NEW Disaster Preparedness content demonstrates how medical
offices can work closely with community and health departments during an emergency. - Newly
organized information emphasizes foundational areas of knowledge, with new chapters on Nutrition,
Phlebotomy (Venipuncture), and Blood, Lymphatic, and Immune Systems.
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