HEALTH INFORMATION ADMINISTRATION DEPARTMENT

POSITION DESCRIPTION

CHIEF, HEALTH INFORMATION MANAGEMENT DEPARTMENT

(MEDICAL RECORDS ADMINISTRATOR)
1. PRINCIPAL DUTIES AND RESPONSIBILITIES
Incumbent is responsible for the planning, organizing, selection and assignment of personnel, estimating budget determining staffing and equipment needs, establishing policies within the department as well as within the Service Unit, coordinating with other services as well as the professional staff regarding health information requirements, statistical data and planning for future needs and developments. It is the incumbent’s responsibility to conduct all phases of management of the program's activities, evaluate the program and initiate changes as the needs arise. The incumbent is responsible to delegate to subordinates the complete range of activities in the Health Information Management Department.
The incumbent is a Registered Health Information Administrator (RHIA) with progressive health information experience in acceptable health information methods and techniques. The incumbent functions as the Service Unit’s coordinator for all DRG, APC and JCAHO activities related to medical record; as the health information expert to the Service Unit professional staff committees.
Incumbent has final responsibility for evaluating, analyzing and coding of patient records. Incumbent serves as technical advisor to all staff members regarding the requirements for proposed documents to be included in the patient records. Has responsibility for the quality of patient records and the appropriate processing thereof. Continually studies record quality and looks for cause and effect relationships, and solutions to problems. Makes final decisions on the adequacy of the medical record, its coding and nomenclature and input of data abstracted from the patient records into the Patient Treatment File and Outpatient Treatment File.
Establishes monitors to evaluate the accuracy of lCD-9-CM coding for Medicare, Medicaid and Private Insurance resulting in DRG productivity statistics and CPT coding of outpatient procedures.  Analyzes DRG productivity for the Service Unit and makes recommendations for procedural adjustments to the DRG data collection and verification process throughout the medical center quality assurance program. Assists in coordinating cost information with DRG productivity in order that projections for future operating budget can be updated as needed. In this role, the incumbent must have a detailed understanding of each step in the DRG process audits direct effect on the Service Unit resource utilization.
Monitors and coordinates health information systems such as CPT codes and DRGs for the Service Unit.
The incumbent assures implementation of equal employment opportunity, merit promotion plans, career development plans, performance appraisals and counseling services to achieve equitable treatment of employees. Reviews serious disciplinary cases (i.e., those proposing suspension and/or removal) and recommends approval or change to the Director, Professional Services. Recommend disciplinary action involving section supervisory personnel. Approves, modifies or rejects formal requests for promotion, reassignment, status changes, awards, and selections.  Prepares performance evaluations for section supervisory personnel and any line employees which incumbent has direct supervisory responsibility.
Responsible for assisting the professional staff with research studies utilizing medical records. This would include providing guidance in procedures to obtain data and selection of methodology to be used for abstracting data. The incumbent will suggest changes to research projects as needed in view of the data available.
Incumbent determines the training needs of the section and participation in the determination of training needs for the Business Office.  Oversees the training program for all personnel in the Health Information Management department.  Participates in the orientation of medical staff.  Develops training programs and materials for specific programs and conducts continuing training responsibilities.
Functions as the Service Unit Privacy Act /FOIA Coordinator in this capacity incumbent responds to all requests and completes all appropriate reports.
FACTOR 1 - KNOWLEDGE
A thorough knowledge of the day-to-day operation of all aspects of a health information management department.   A working knowledge of all functions encompassed within the Business Office.  A thorough knowledge of the services and the Service Unit organization as well as a familiarity with the organization of the Area Office to participate actively as a member of the management team.
A thorough knowledge of federal laws applicable to medical and administrative patient records, IHS Headquarter directives, policies and regulations; JCAHO accreditation standards as well as facility policy statements and operating procedures.
Thorough knowledge of the Freedom of Information Act and Privacy Act and possesses the ability to interpret in accordance with the position of Privacy and FOIA Officer for the medical center.
Knowledge of medical record forms, chart format, signature requirements including co-signatures required for documentation written by clinical attending, use of abbreviations and time restrictions for completion of various medical record reports to assure compliance with applicable laws, regulations and policies.
Knowledge of RPMS and the various software packages for health information and quality management to permit utilization of available resources, collections and analysis of workload data and evaluating employee performance and determination of training needs. 

A thorough knowledge and expertise in various coding methodologies including but not limited to International Classification of Diseases, 9th Edition, Clinical Modification (lCD-9-CM), Current Procedural Terminology (CPT, latest edition), and Health Care Financing Administration Common Procedure Coding System (HCPCS) to ensure complete and accurate data used for budget, research, education and staffing. 

A working knowledge of data validation techniques and the total quality management concept and the requirements for quality management to assure compliance with JCAHO accreditation standards. 

Must have a thorough knowledge of basic medical terminology plus the unique and distinctive terminology relevant to the medical, surgical, and ambulatory care offered at the Service Unit to audit, analyze, verify and/or validate patient records. 

Knowledge of various supervisory methodologies, documentation of performance, format for position descriptions and performance standards and certification of time and attendance records to facilitate activities related to personnel management. 

FACTOR 2 - SUPERVISORY CONTROLS
Incumbent is under the broad and general guidance of the Director of Professional Services. Complete authority is delegated to coordinate administrative activities as reflected on the organizational chart of the Service Unit. The incumbent interprets and implements IHS regulations, technical bulletins, manuals, Headquarters directives, local policies established by management, state, and local laws regulatory in the area of Health Information Management. The incumbent is independently responsible for the overall functions of the department. 

FACTOR 3 - GUIDELINES 

Directives and guidelines are in the form of federal legislation, IHS regulations, JCAHO accreditation standards; ICD·9-CM, and CPT coding books; and Service Unit Objectives. 

FACTOR 4 - COMPLEXITY 

The incumbent analyzes work requirements and determines staff resources; equipment and other resources needed to accomplish work assignments and makes adjustments among personnel as deemed appropriate.  Establishes and adjusts long range schedules, priorities and deadlines for regular and special work assignments and coordinates work schedules of the section at the (insert name of satellite clinic). Reviews, approves, modifies or rejects changes in functions, structures, position designs, staffing levels and collaborates with the Director of Professional Services in making decisions relating to major changes in work plans or operations.  Coordinates work operations with other section chiefs on matters that may adversely affect the operation of their respective sections.  Reviews and analyzes records and reports of work productions, equipment and staff resource utilization to evaluate progress and control revenue costs; reports progress and resolution or problems in achieving goals and objectives to the Director of Professional Services.  Assigns and explains work requirements to subordinates for new or changed programs, functions, goals, and processes.  Establishes operating guidelines to implement procedures, methods, and other work related changes throughout the Service Unit. Studies continuing problems in the quality of work and operating effectiveness and takes or recommends necessary corrective actions.  Resolves technical work problems not covered by precedence or established policies.
FACTOR 5 - SCOPE AND EFFECT 

The incumbent is responsible for the analysis of the medical records of hospitalized patients and outpatients having procedures to assure the timely, complete, and accurate input and reporting of data to ensure appropriate resource allocation, adequate justification for and appropriate utilization of resources, including personnel, and effective strategic planning for the service and the medical center. 

FACTOR 6 - PERSONAL CONTACTS 

Inter and intra facility contact is written, oral and/or telephonic with professional and non-professional staff members from widely diversified cultural and socioeconomic background, internal and external accreditation organizations, state agencies, patients, and/or their family members as well as members of the community.
FACTOR 7 -PURPOSE OF CONTACTS 

The personal contacts involve the exchange of information between varying levels and degrees of technical interaction depending on the levels of professional and nonprofessional contact, and are for the purpose of resolving questions about the medical records or resolving other record/reports related matters. Incumbent must exercise judgment and tact in these contacts so as to protect confidentiality while securing the appropriate information. 

FACTOR 8 - PHYSICAL DEMANDS 

The position requires some walking, standing, bending and prolonged periods of sitting as well as the emotional stability to handle stressful situations. 

FACTOR 9 · ENVIRONMENT 

The work is performed in an office, computer and other areas of the Service Unit and the (insert Name of Area) Indian Health Service. Exposure to noise associated with computer systems is normal.   To carry out the duties of this position may expose incumbent at times to communicable diseases.  Travel between the main facility, the (insert Name of Satellite Clinic) and (Insert Name of Area) is frequent. 

FACTOR 10 - RPMS SECURITY 

In the performance of official duties, the incumbent has regular access to print and electronic files containing sensitive data, which must be protected under the provisions of the Privacy Act of 1974, and other applicable laws and federal regulations.  IHS statutes and policy, for 1) protecting that data from unauthorized deletion, and 2) following applicable regulations and instructions regarding access to computerized files, release of access codes, etc., as set out in a computer access agreement which the employee signs.
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