HOWARD BROWN HEALTH CENTER


JOB DESCRIPTION
TITLE: Medical Records Coordinator
DEPARTMENT: Medical Services
FLSA:
Exempt



REPORTS TO: Clinic Nurse Manager
GENERAL SUMMARY: Under the direction of the Medical Director and the Clinic Nurse Manager, perform routine medical record/chart maintenance (locate, log, retrieve, and file all medical and client records) and abstract specific information from medical records/charts for quality improvement and billing purposes at Howard Brown Health Center (HBHC) including Triad.
PRINCIPAL DUTIES AND RESPONSIBILITIES:  

1. Prepares and maintains medical charts/records, forms, registration materials, and other related documents.

2. Safeguards confidentiality of the medical charts/records and complies with all local, state, and federal laws pertaining to medical records.  Assures compliance with all HIPAA regulations concerning use, retrieval, storage, and sharing of medical records.

3. Reviews/audits medical charts/records for accuracy and completeness.

4. Expedites the filing of all lab reports and loose sheets into the medical charts/records.  
5. Participates as a team member with Medical Services staff, attending Medical Services meetings and continuing education in-services.
6. Performs medical charts/records data entry and retrieval.

7. Assists with telephone calls to Medical Services by pulling medical charts/records for patients.

8. Performs general clerical work as assigned such as copying of charts/records for patients who have made request via a release of information.

9. Retrieves data and ensures information entered matches hard copy.

10. Participates in organization-wide quality improvement initiatives as requested.

11. Coordinates Medical Records staff and volunteers as delegated.

12. Assists in production and revision of medical records related policies and procedures.

13. Adheres to HBHC Core Values and Customer Service Expectations.

14. Maintains certifications and knowledge base regarding HIPAA, HIV/AIDS, and mental health laws governing medical records.

15. Assists in Medical Services department on an as needed basis.

16. Performs other duties as directed.

WORKING CONDITIONS: Generally pleasant environment.  Space is limited and must be shared for most appropriate usage. Some Saturdays and evening hours required.
KNOWLEDGE, SKILLS AND ABILITIES:  Required: Associates degree or equivalent with 2-4 years of experience in medical records and/or medical data entry.  Accredited Records Technician in Medical Records (Registered Health Information Tech./RHIT).  Computer literacy required (Windows operating systems – Microsoft Word, Excel).  Be able to demonstrate good oral and written communication skills.  Desires: BA in related field, Health Information Admin. (RHIA), Bilingual (English and Spanish) and/or experience in working with people with HIV/AIDS. 
EQUAL OPPORTUNITY STATEMENT: Howard Brown Health Center affords equal employment opportunities to all qualified persons, regardless of race, color, religion, national origin, age, sex, disability, sexual orientation, gender expression, veteran or marital status.
APPROVALS:
___________________________       ___________________     _____________

       NAME (Incumbent)
                          TITLE  

      DATE

___________________________       ___________________     _____________

       NAME (Department Head)
              TITLE  

      DATE

___________________________       ___________________     _____________

       NAME (Executive Director)                     TITLE  

      DATE

The above statements are intended to describe the general nature and level of work being performed by people assigned to this classification.  They are not intended to be construed as an exhaustive list of all responsibilities, duties and skills required of personnel so classified.
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