
COMMUNITY HEALTH CARE, INC. 

Position Description
POSITION TITLE:
Medical Records Clerk I

REPORTING RELATIONSHIPS:

Responsible To:
Clinical Information Coordinator


Supervises:

Not Applicable


Note:  Part-time position. (4 hrs/day) Flexible Schedule

NATURE AND SCOPE: Under immediate supervision, files reports into the medical record.
AGE-RELATED CARE:

	· Infancy: Birth to 1 year
	· School age: 6-12 years
	· Middle adult: 45-59 years
	· All of the above

	· Toddler: 1-3 years
	· Adolescence: 12-18 years
	· Late adult (elderly): 61-79 years
	· Not Applicable

	· Preschool: 3-6 years
	· Early adulthood: 19-45 years
	· Late, late adult: 80 years and up
	


DUTIES AND RESPONSIBILITIES:
*1.
Sorts, maintains, and files dictation into charts in a timely manner following established chart organization.

*2.
Distributes typed dictation to provider's desk to be signed and collects dictation, when completed, to be filed in the medical record as needed.

*3.
Demonstrates an understanding of the importance of CHC’s Mission Statement in performing all aspects of this position.

*4.
Demonstrates a caring and helpful attitude when interacting with patients, vendors, and fellow employees.  Strives to build cooperative partnerships, by treating each person both inside and outside of the organization as a customer.

*5.
Ability to establish and maintain effective working relationships with other clinic personnel.  

*6.
Handles confidential information with tact and discretion on a need-to-know basis as specified in CHC’s Personnel Policies.

*7.
Participates in maintaining departmental continuous quality improvement.

*8.
Follows established policies and procedures for safety, infection and exposure control.

9.
Performs other duties as assigned.

MINIMUM QUALIFICATIONS:

Experience:  Equivalent to two years full-time employment in a medical setting preferred.


Knowledge, Skills and Abilities:  Knowledge of office and clerical procedures and practices.

*Indicates essential functions of this position.

Position Status: Non-Exempt

OSHA CLASSIFICATION III
Approvals and Dates:

Name
Title
Date

Name
Title
Date

Name
Human Resources Manager
Date

The above statements are intended to describe the essential functions and related requirements of persons assigned to this job.  They are not intended as an exhaustive list of all job duties, responsibilities and requirements.

January 8, 2003
