Boston Reed College

Administrative Medical Assistant Program

Module 1

Topics: Interpersonal skills and Behavior
Chapter 1: Becoming a Successful Student 
Key Objectives:

· Define and spell terms listed in the vocabulary
· Assess the importance of developing professional behaviors as a member of the allied health team

· Evaluate the concept of critical thinking and how it affects your actions

· Examine your learning preferences

· Interpret how your learning style impacts your success as a student

· Apply time management strategies to make the most of your learning opportunities

· Utilize problem-solving techniques to manage conflict and barriers to your success

· Integrate effective study skills into your daily activities

· Design test taking strategies  that help you take charge of your success

· Incorporate critical thinking and reflection to make mental connections as material is learned

Course Content


Textbook – pages 2 - 13

Workbook – complete pages 1 - 7
Chapter 4: Professional Behavior in the Workplace
Key Objectives:
· Define and spell the terms listed in the vocabulary
· Explain the meaning of the word professionalism

· Discuss several of the characteristics of professionalism

· Explain why confidentiality is so important in the medical profession

· Identify several categories of prioritizing tasks and their meaning

· Talk about goal setting and how this helps in achieving career success

Course Content

Textbook pages – 52 - 61
Workbook – 21 - 25
Chapter 5: Interpersonal Skills and Human Behavior

Key Objectives:
· Define and Spell the terms listed in the vocabulary

· Explain why first impressions are critically important

· Differentiate between verbal and nonverbal communication

· Explain the different levels of spatial separation

· Discuss the value of touch in the communication process

· Describe the elements of the transactional communication model

· Explain some barriers to effective communication

· List and explain the levels of Maslow’s hierarchy of needs

· Discuss defense mechanisms and be able to recognize personal defense mechanisms you commonly use

· Describe the value of listening

· List several ways to deal with conflict

· Explain the stages of grief

· Discuss why physical and emotional needs affect our daily performance at work

Course Content

Textbook pages – 62 - 83

Workbook – 27 - 31

Outside of Class (must be completed in preparation of class):

· Read chapters 1, 4 and 5 in Kinn’s The Administrative Medical Assistant
· Workbook Chapters 1, 4 and 5: perform all exercises including end of chapter quiz

· Medical Terminology handout: Part I - Introduction to Medical Terminology

· Distance Learning Module One – Study Skills
Class Activites:

· Learning Styles questionnaire
· Review overhead transparencies

· Write fictitious dress code policy

· Have students prepare short skits on nonverbal communication

· Role play communicating in difficult situations

· Poster project on the major contributors to modern medicine

· Introduce medical terminology (see instructors guide to terminology)
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