LAKE COUNTY HEALTH DEPARTMENT/AND COMMUNITY HEALTH CENTER

POSITION DESCRIPTION

SERVICE AREA:  Primary Care Services             PROGRAM/UNIT: Medical Records___            
TITLE: Health Information Manager                      GRADE:                         13_________                                                                                                                    


                                                              APPROVED:_____  _______________________                          Service Area Director      






        APPROVED:                                                                                     Human Resource Director

DISTINGUISHING FEATURES OF WORK:

Plan and coordinate all services provided by the Health Information Department.  Responsible for supervising and maintaining the Medical Records department including goal setting, planning, policy and procedure development, quality assurance and improvement, and supervision and competency of staff.

ILLUSTRATIVE EXAMPLES OF WORK:
1. Coordinates, directs and evaluates daily activities of all file room operations at the Belvidere facility.

2. Evaluates functions and procedures of medical records at outlying Primary Care Service sites.

3. Performs service area and departmental quality assurance functions required for compliance, accrediting agencies and regulatory issues.

4. Provide on-going training to professional, clinical and clerical staff regarding the medical record contents, coding, confidentiality, and security.

5. Directs the review of medical records for timely completion and documentation.

6. Coordinates procedures for release of medical information and correspondence requests according to local policies, state and federal statutes and laws.

7. Creates new policy and update existing policy in relation to content and context of the medical record.

8. Develops and monitor departmental budget
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9. Manages clinical data and records completion system to keep process and workflow consistent with professional standards and legal requirements.

10. Organizes the storage, retrieval, archiving and destruction of medical records according to state statutes.

11. Serves as liaison between clinical, clerical,  and administrative staff in issues involving coding, data acquisition and analysis.

12. Provides direction, consultation and implementation of new programs related to medical records.

13. Other duties as assigned.


SUPERVISION RECEIVED:
Reports to Associate Director, Primary Care Services

SUPERVISION EXERCISED:
Supervises medical records clerks, technicians and coding specialist

MINIMUM REQUIRED SKILLS, KNOWLEDGE AND ABILITIES:
Education:
Requires an Associate’s degree in Health Information Technology.

Experience:
Two years in Health Information Management Primary Care setting with supervisory / administrative experience required.

Certification:

American Health Information Management Association (AHIMA) 

Registered Health Information Administrator (RHIA)

OR

Registered Health Information Technician (RHIT)
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Significant Abilities:
1. Requires ability to relate in a respectful, professional, courteous manner with all employees and outside agencies.

2. Displays technical and practical knowledge of essential job functions and position related duties.

3. Demonstrates critical thinking skills, significant decision making abilities and effective conflict resolution skills in day-to-day management activities.

4. Demonstrates effectiveness in leading and motivating staff and peers to achieve departmental and organizational goals.

5. Requires ability to develop and implement systems for program effectiveness, departmental productivity and technological improvements.

6. Requires ability to be culturally sensitive to patient and staff needs.

Y:\Job Descriptions\Health Information Manager.doc
