COMMUNITY HEALTH CENTER

POSITION DESCRIPTION

SERVICE AREA:  Primary Care Services             PROGRAM/UNIT: Medical Records
TITLE: Medical Records Technician                     GRADE:                   8___________                                                                          

                                                                 APPROVED:                                                     









    Service Area Director      







APPROVED:                                                                               Human Resource Director

DISTINGUISHING FEATURES OF WORK:

Responsible for release of information functions at all sites and to assist Health Information Manager in implementation of departmental functions including master patient index duplication and transfer procedure.

ILLUSTRATIVE EXAMPLES OF WORK:
1.
Prepares and releases medical information according to federal and state laws and facility policies.

2. Selects patient charts for selected review procedures

3. Coordinates transfer of medical records between outlying clinics.

4. Communicates in an effective written manner using appropriate computer softeware.

5. Oversees master patient index for duplication.

6. Provides assistance in maintaining forms history and forms file.

7. Provides instruction and assistance to professional staff in relation to confidentiality and release of information issues.

8. Attends appropriate in-service education, staff meetings, and seminars appropriate for professional development.

9. Participates in Quality Improvement activities on an on-going basis

10. Performs other duties as assigned
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SUPERVISION RECEIVED:
Reports to Health Information Manager, or delegate, as assigned.

SUPERVISION EXERCISED:
None

MINIMUM REQUIRED SKILLS, KNOWLEDGE AND ABILITIES:
Education:
Requires an Associate’s degree in Health Information Technology.

Experience:
Preferably experience in Medical Records setting and computer literacy

Medical Terminology

Certification:

Registered Health Information Technician or eligible

Significant Abilities:
1. Requires ability to relate in a respectful, professional and courteous manner with patients, co-workers and outside agencies.

2. Requires ability to function independently in a detailed oriented manner.  

3. Requires ability to demonstrate flexibility and reliability by assisting others when needed

4. Able to operate a variety of standard office equipment requiring continuous or repetitive arm-hand-eye movements

5. Requires demonstration of dependability through good attendance and punctuality.

6. Requires ability to handle confidentiality in a profession manner. 

7. Requires ability to be culturally sensitive to patient and staff needs.
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