COMMUNITY HEALTH CENTER

POSITION DESCRIPTION

SERVICE AREA:  Primary Care Services  
PROGRAM/UNIT: Medical Records​​​​​___
TITLE:   Clerk  II                                                 GRADE:  _____      ___5____________                                                 

                                                          APPROVED:  __      ____________                      _
                                                                                  Service Area Director      

                                                          APPROVED:  ​______                     ____________
                                                                                  Human Resource Director                                                                                                                                              

DISTINGUISHING FEATURES OF WORK:
Responsible for filing, locating, and delivery of medical records for patient care, filing patient related reports into the medical record, preparing records and maintaining an accurate patient data base.

ILLUSTRATIVE EXAMPLES OF WORK:
1. File records in numeric and/or alphabetic sequence

2. Retrieve and deliver medical records for patient appointments and/or provider request

3. Assemble new and/or temporary charts

4. File lab reports, values and correspondence in the medical record

5. Maintain the contents of the medical record according to policy

6. Enter patient data in computer systems

7. Utilize computer systems to identify and locate patient records

8. Return records to central files  

9. Maintain general neatness and orderliness of departmental office

10. Interact with employees and patients regarding medical record issues.

11. Assist with audit procedures

12.   Perform other duties as assigned
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SUPERVISION RECEIVED

Reports to Health Information Manager, or delegate, as assigned.

SUPERVISION EXERCISED:
None

MINIMUM REQUIRED KNOWLEDGE, SKILLS, AND ABILITIES:

Education:
Requires a high school diploma, G.E.D. equivalent.

Experience:
None.

Significant Abilities:
1. Requires ability to work in a respectful, cooperative, courteous manner with co-workers, patients and coordinators.

2. Requires flexibility to work in a fast-paced office environment

3. Requires ability to handle telephone and personal contacts with the public in a personal and confidential manner.

4. Respects and adheres to confidentiality of patient health information

5. Demonstrates dependability through good attendance and punctuality.

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

