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Position Title: Certified Medical Assistant  
Location: Rockwall, TX 
Employment Type: PRN, Exempt 
Reports to: Office Manager 
 
Hours Worked: PRN, Fridays 7:00 AM – 4 PM. However, must be flexible to meet business needs. 
 
Position Summary:  
Seeking a detail oriented Certified Medical Assistant (CMA) with experience in personal injury and pain 
management to join our newly opened pain management center. The ideal candidate will have a strong 
understanding of chronic pain conditions, injury related care, and the documentation requirements associated 
with personal injury and workers’ compensation cases.  
 
You will assist providers in delivering high-quality care, coordinate patient treatment plans, manage medical 
documentation and ensure accurate communication between patients, attorneys, and insurance 
representatives.  
 
Duties and Responsibilities: 
 

• Greet and prepare patients for exams and procedures related to pain management and personal injury 
cases.  

• Obtain and document patient medical histories, vital signs, pain levels and current medications.  
• Assist providers with in-office procedures such as trigger point injections, joint injections and other pain 

management treatments.  
• Maintain and organize patient records including injury-related documentation, progress notes and 

diagnostic results.  
• Coordinate diagnostic imaging, referrals and follow-up appointments.  
• Ensure all documentation complies with legal and insurance requirements. 
• Communicate professionally with patients, attorneys, insurance adjusters and case managers regarding 

medical records and treatment updates as permitted by HIPAA.  
• Administer medications and injections under provider supervision as allowed by the certification and 

state law. 
• Educate patients on prescribed treatments, therapy schedules and home care instructions.  
• Maintain clinical supplies and ensure examination rooms are fully stocked and sanitized.  
• Assist in practice quality improvement and compliance initiatives.  

 

 
Skills & Proficiencies: 

• Strong organizing/multi-tasking skills and document tracking  
• High level of attention to detail 
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• Knowledge of documentation control and practice 
• Ability to get along with others with excellent interpersonal communication and networking skills 
• Demonstrated strong written and verbal communication skills  
• Ability to work well in a team environment and resolve issues quickly 
• Proficiency with computer systems: 
• Positive attitude 
• Adheres to Company Values 

 

Education and Experience: 
 

• HS Diploma, AS degree in a related field preferred.  
• Graduate of an accredited Certified Medical Assistant Program. 
• Bilingual in Spanish preferred.  
• Minimum of 2 years of experience working in a pain management or personal injury setting preferred. 
• Familiarity with medical terminology, EMR systems, billing and coding for injury related cases (CPT, 

ICD-10). 
 

An equivalent combination of education and experience may be accepted in lieu of above. 
 
 
Compensation Range:  
 
$20.00-$25.00 per hour (e.g. the job posting is not necessarily reflective of actual compensation that may be 
earned, and actual compensation is subject to variation due to such factors as location, education, experience 
and skillset.  
 
 
About Advanced & Modern (A&M) Pain Center:  
 
At A&M Pain Center, we specialize in compassionate, patient-centered pain management and rehabilitation for 
those recovering from personal injury, accidents and chronic pain conditions.  Our multi-disciplinary team works 
collaboratively to restore function, reduce pain and improve quality of life.  
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Physical & Travel Requirements: 
Frequency in position: Never (0) Rarely (1- 10%), Occasionally (10-50%), Frequent (50-80%), Constant (>80%): 
 

Lifting/Carrying  Work Environment 
 (Amount of force exerted to lift and/or carry)  Working Inside F 

  1 – 10 lbs O  Working Outside F 
11 – 20 lbs O  Changing Temperatures F 
21 – 35 lbs O  Wet/Humid Conditions N 

36 – 50 lbs O 
 

Areas of dust, odors, mist, gases or other 
airborne matter O 

51 – 75 lbs N  Mechanical, electrical and/or other hazards O 
76 – 100 lbs N  Confined Spaces R 
 

  Vibrations O 
Pushing/Pulling  High Auditory  O 

 (Amount of force exerted to push and/or pull)  Body Fluid Exposure O 
  1 – 10 lbs O  

 
 

11 – 20 lbs O  Other Aspects* 
21 – 35 lbs O  Infectious Agents R 
36 – 50 lbs O  Toxins R 
51 – 75 lbs N  Chemicals R 
76 – 100 lbs N  Radiation R 
 

  
 

 
Postures/Movements  Special Equipment/Testing (Yes/No) 

Sitting F  Special Equipment or Clothing Yes 
Standing F  Medical Surveillance Screening Yes 
Walking F    
Repetitive Motion F  Cognitive/Sensitive 
Stooping, kneeling, crouching and/or 
crawling O 

 
Talking F 

Reaching and/or grasping O  Hearing F 
Hand/finger dexterity F  Sight F 
Climbing and/or balancing R  Hand – Eye Coordination F 
Carrying, pushing and/or pulling R  Smelling/tasting N 
Driving O    
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  Travel   

 
 Multi-location Day Travel O 

  
 Overnight Travel N 

 
Acknowledgment: 
I have read and understand the job requirements, responsibilities and expectations set forth in the job 
description provided for my position. I attest that I am able to perform the essential job functions as 
outlined with or without any reasonable accommodations. 

 

 

_____________________________________________________ ________________________ 
Employee Signature       Date 
 
 
_____________________________________________________ ________________________ 
Office Manager Signature      Date 
 

  


