YOUNGSTOWN COMMUNITY HEALTH CENTER

POSITION TITLE:

Medical Records Clerk

PURPOSE:
The purpose of this position is to maintain the patient records system at the Youngstown Community Health Center.  Coordination of records information with the front desk staff and providers is essential for optimal health care delivery.  Proactive management of chronic diseases such as diabetes mellitus, cardiovascular diseases, and asthma require frequent and on-going chart audit and review.  

JOB DESCRIPTION and RESPONSIBILITIES:

· Manages patient chart:

-Pulls chart on a daily basis preparing for the next day patients.

-Re-files chart on a daily basis.

-Monitors chart locations at all times.

-Updates charts with appropriate numerical/alphabetical codes      annually.

-Pulls charts from old-file storage area when required.

-Files charts into old-file storage area when required.

-Pulls charts and copies records when required.

-Pulls charts for providers/nurses when required.

-Pulls charts and attaches daily labs and/or ER sheets.

-Files signed labs, consultation reports, ER sheets accordingly.

-Directs any orders on signed forms to appropriate dept/person.

-Maintains yearly ER files.

· Reviews daily charts:

-Reviews charts daily for completeness according to protocol:


-All daily notes completed.


-All daily notes signed.


-All daily notes legible.


-Any “sticky notes” information must be transmitted to                


permanent progress note by person initiating the note.


-Assures phone messages are taped into the progress notes.


-Assures that “No Shows” are addressed by a physician.


-Files dictation into appropriate charts.


-Medication table completed.


-Problem list completed.


-Reviews charts for physical condition.  Any damaged or            


 worn charts must be replaced.

· Chart Audit Manager:

-Audit diabetic charts according to protocol.

-Audit medical charts according to protocol.

-Audit special services charts or notes according to protocol.

SUPERVISED BY:
DIRECTOR OF MEDICAL AFFAIRS

HOURS:

FULL-TIME HOURLY 8:30-5:00 M-F

EDUCATION/TRAINING:
EXPERIENCE WORKING WITH MEDICAL RECORDS

PROBATION PERIOD:
90 WORKING DAYS

