
Recruiting Medical Office Support Staff 
This resource provides practical information for clinicians looking to recruit and hire qualified sta8 for open o8ice 
positions.  

Where to find candidates?           

Start your search with a large job site like Indeed, Monster, or ZipRecruiter that o8ers both free and paid job 
postings to employers. Word-of-mouth referrals from colleagues and referral incentives for sta8 members can 
also boost the number of qualified candidates you receive for an open position.  

Should I use a sta4ing agency? 

Sta8ing agencies perform recruitment tasks like posting to various job boards, screening candidates based on 
employer needs, managing contracts, and assisting with the onboarding process.  

A sta8ing agency typically charges a fee between 20% and 30% of a position’s hourly rate for a defined period of 
time. For example, a practice manager wants to hire a candidate for a medical assistant position for $20/hour; 
the sta8ing agency has a fee of 20% for the first year; therefore, the practice manager will pay $24/hour for the 
medical assistant for the first year. 

How do I sort through di4erent candidates? 

One useful process to sort through various candidates is the MoSCoW Method. The MoSCoW Method helps you 
understand what a potential candidate must have, should have, could have, and won’t have. For example, a 
Medical Assistant must have experience taking vitals, should have previous experience working with patients, 
could have advanced clinical skills such as phlebotomy, and won’t have poor customer-service skills.  

MoSCoW Method 

Must Have 
Must possess to properly complete the duties of the 

position. 

Should Have 
Expected to possess (but not necessary) to 

complete the duties of the position. 

Could Have 
May possess (e.g., an asset or a special skill) that would 

help complete the duties of the position. 

Won’t Have 
Quality or trait that would compromise ability to 

complete duties of position.  
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