Medical Office Administration Competencies

The Person whose name appears on the front of this certificate has:

1. completed two semesters, a minimum of 84 hours of classroom instruction,  earned a grade of a B or better, and

2. successfully completed a minimum of 50 hours of volunteer work at Regional Medical Center of San Jose,  and

3. successfully demonstrated their competency in the following areas:

· Understanding of HIPAA privacy rules (and how they apply in a private practice setting) 

· General, Legal, and Ethical Considerations (of working in a Medical Office)


· Familiarity with Registration Documents, Consent Forms, and Notices used in the Medical Office

· Understanding of the Patient Registration Process (and the need for attention to detail through practical hands-on experience)

· Registering Patients in a Computerized Practice Management System.

· Managing a Computerized Scheduling System (i.e. scheduling appointments, moving appointments, printing schedules and looking up future patient appointments)

· Obtaining Authorizations, Collecting Co-pays and Printing Patient Receipts

· Preparation of a New Patient Chart

· General knowledge of the Medical Record, EMR, Chart Contents, and  Filing Considerations

· Resources for Processing Electronic Transactions  (i.e. Electronic Claims, Electronic Remittance, Eligibility & Authorizations)

· Professional Fees, Billing with the CMS 1500 Form and the Collection Process

· Basic Understanding of Health Insurance and Managed Care

· Use and Understanding of Basic Medical Terminology

· Familiarity with the Major Organ Systems of the Body

