JOB DESCRIPTION TEMPLATE
Medical Assistant Instructor
Provided by Excelon Associates, excelonassociates.com. Replace the bracketed placeholders with your institution details and adapt any section to fit your posting.
Position Details
Institution: [Institution Name]
Location: [City, State]
Reports To: [Reports To]
Classification: [Full Time, Exempt]
Salary Range: [Salary Range]
About the Role
The Medical Assistant Instructor is responsible for delivering the established and approved curriculum to students in a professional and proficient manner. The role assigns and grades assignments, inputs attendance records, manages all classroom activity including lecture and lab instruction, and ensures an effective learning environment through classroom management.
It is an allied health instruction role at the intersection of education and healthcare, preparing students for medical assisting careers.
Key Responsibilities
Instruction & Lab
1. Prepare for and instruct the established curriculum and lesson plans in a professional manner, and review syllabi requirements with students at the start of each term.
1. Manage all classroom activity including lecturing, student assistance, and lab instruction, and set up the lab area and equipment for daily instructional activities.
1. Ensure students are aware of safety policies and monitor for correct procedures.
Student Support & Retention
1. Answer student questions to ensure understanding, manage and resolve classroom issues, and coach students on professionalism.
1. Work closely with the Program Supervisor to manage student issues that could affect retention, and initiate support plans, warnings, and tutoring as needed.
1. Advise students on issues affecting their education and provide guidance as needed.
Records & Compliance
1. Record student attendance, grades, and interactions in student files and the database in a timely manner, and resolve attendance issues.
1. Collect outside work from a portion of the class to meet ACCSC requirements.
1. Attend weekly and annual trainings to maintain currency in the field and improve teaching strategies, and assist in maintaining quality equipment and tools.
Qualifications
Education, Experience & Certification
1. Successful completion of a medical assisting or related educational program.
1. 3+ years (minimum 4,000 hours) of experience in medical assisting or a related field.
1. Active RMA or equivalent certification within six months of hire.
Compensation and Benefits
[Describe salary range, bonus or incentive structure, health and retirement benefits, paid time off, and any relocation assistance.]
How to Apply
[Provide application instructions, a contact email, or a link to your applicant portal.]
Equal Employment Opportunity
[Institution Name] is an equal opportunity employer. All qualified applicants will receive consideration for employment without regard to race, color, religion, sex, sexual orientation, gender identity, national origin, disability, or protected veteran status.
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