Job Title:
Medical Records Clerk

Department:
Medical Records


Effective Date: December 2004








Revised
   January 2006
Reports To:
Business Services Manager

CEO Initials:

Position Summary

Reporting to the Business Services Manager, performs duties that make use of advanced skills relative to health information management including, but not limited to providing customer service and release of information; chart location and retrieval; chart completion; gathering statistics and preparing reports; and scanning, importing and distributing data.  Performs all necessary basic clerical skills during the course of business.

Required Skills/Abilities or Licensure

· High school diploma or equivalent.

· Ability to read and write in order to review, file and maintain patient medical records and charts, as well as ability to operate standard office equipment at a level normally acquired through completion of high school.

· Interpersonal skills necessary in order to effectively interact and promote exceptional service to our patients, families, physicians, fellow employees and volunteers by displaying attitudes and behaviors that reflect compassion, respect and dignity to everyone we serve.

· Analytical skills necessary in order to review patient medical records for missing information and identify information which needs to be obtained.

Principle Duties and Responsibilities
1. Answers telephone in a timely manner, following organizational and departmental policy. Is calm, collected, professional, friendly, and helpful with all phone and walk-in requests for patient records.  Is persistent with locating patient records—able to troubleshoot with retrieval of records multiple locations.  Able to comfortably use PC and all software programs utilized by the clinic.

2. Releases patient health information by phone, fax or mail following clinic and organizational guidelines.  Completes these tasks in a timely and thorough manner, including all copies of letters, dictation, labs, and x-rays requested by clinical staff.  Sends dictated letters to physician for signature before faxing referrals.  Maintains strict confidentiality of patient information.

3. Pulls records for phone slips, phone requests, or walk-in requests in an accurate and timely fashion according to department protocol.  Makes and files out-guides, for every record pulled, and delivers records labeled with the requesters name.

4. Runs schedule, makes out-guides, pulls patient records, and places patient records on chart carts daily, in a timely, thorough and consistent manner.  Locates records already checked out or lets clinical staff know the location of the record.  Troubleshoots the schedule for inconsistencies.  Files assigned loose filing on patient records following the clinic guidelines.  Makes new record as needed for new patients, according to procedure for patient type.  Volumes and repairs/replaces worn folders.

5. During lag times, able to evaluate whether other employees need help, then provides this assistance.  Provides excellent customer service when assisting others.  Knows all assignments within the ambulatory site medical records department and is able to fill in for coworkers scheduled and unscheduled time off.  Assists in training of new employees as requested.  May perform any clerical duty assigned in a continuously changing medical practice.

6. Attends monthly all staff meetings, monthly department meetings and annual retreats.

7. Supports and is involved in CHC continuous Quality Improvement efforts designed to improve patient outcomes.

Environmental/Working Conditions
Normal office environment and at nursing care stations with little exposure to excessive noise, dust, temperature etc.

Physical/Mental Demands

· Work requires the ability to lift objects weighing up to 20 pounds.

· Work requires ability to carry objects weighing up to 20 pounds.

· Work requires ability to stand or sit +/- 50% of the time.

· Work requires ability to stoop and bend, to reach, and grab with arms and hands, manual dexterity, to push and/or pull supply carts and to communicate with others.

· Work requires proofreading and checking documents for accuracy.

· Work requires ability to use a keyboard and visualize a computer monitor to enter and transform words or data.

This document is intended to describe the general nature and level of work performed.  It is not intended to serve, as an exhaustive list of all duties, skills, and responsibilities required of personnel so classified.

This description is intended to provide only basic guidelines for meeting job requirements.  Responsibilities, knowledge, skills, abilities and working conditions may change as needs evolve.
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