
 

Job Title:  

Front Office Medical Assistant 

Job Details: 

We are looking to hire an individual to work with a well-respected psychiatrist 
psychopharmacologist along with two very experienced office staff.  

The ideal person will have a sense of urgency with patient concerns as we are a mental 
health office.  

The applicant should be willing to learn from excellent teachers, have a calming and 
soothing personality style, be prompt and attentive with excellent follow-through.  

We are extraordinarily respectful, kind, honest, and supportive with our patients and our 
team members.  

Job Description: 

 Make appointments using EHR Simple Health 

 Answer heavy phone calls and be de detail oriented 

 Order medication through encryption 

 Make paper charts 

 Patient intake and follow up 

Location: 

23501 Park Sorrento, Suite 101 Calabasas, CA 91302 

Pay: 

 Rate of pay is commensurate with experience and will be discussed at the time 
of the interview but will be in accordance with the national pay rate 

 We will offer a sign on bonus to the best candidate after the successful 
completion of a 30-day working interview 

Schedule:  

Monday – Friday 9:00AM – 4:30PM 

How to Apply: 

Please connect with our practice manager, Cathy Kovacs @ 
steinberg.practice@gmail.com or 818-224-3540 


