POSITION DESCRIPTION

SCANNING SPECIALIST, GS-303-5

Patient Administration Service/Support Services Section

Position will serve in the Scanning Unit of Support Section for Program Clerk/OA, GS-303-05.

MAJOR DUTIES AND RESPONSIBILITIES

Performs duties related to the receipt, intake, indexing, and transfer of health and administrative information.  The incumbent will interface with personal computer (PC) applications as well as numerous Decentralized Hospital Computer Program (DHCP) applications.

Overseas the performance of duties related to the transfer of transcribed reports from a word processing environment to VISTA.  The incumbent will monitor the timeliness and accuracy of the transmission data.

Delineates workflow among employees so that it is evenly distributed.  Adjusts work assignments as needed to cover peak periods, leaves, and vacations.  Prioritizes work to assure completion of scanning within specified times.

Ensures work is disseminated appropriately and notifies supervisor of any backlog.

Identifies and recommends needs in regards to future staffing, equipment, and space.

Maintains workload and productivity reports fort the unit.  Performs monthly spot checks on work performance and productivity.  Reports findings to Supervisor, Support Service Section, PAS.

When records are received, the incumbent will ensure that all necessary health/administrative information is integrated into DHCP through PC scanning hardware and software.  The incumbent must index this information using PC/DHCP applications bridges.  After the scanning and indexing process is complete, the incumbent will confirm information interchange by communicating with clinical and administrative team members.  After all information is received and properly indexed, the incumbent will ensure all volumes are mailed to the originating facility and that transfer forms, mailing labels, and maintenance logs are properly completed.

The incumbent will maintain a record request database.  The incumbent will conduct follow-up activities, which require tact and persistence when information is not received in a timely fashion.  Timeliness, accuracy, and organizational skills are essential to ensure that information becomes available for patient care.  Communications skills are required to properly coordinate record transfer, record follow-up, and record scanning and indexing functions with clinical team members.

The incumbent provides administrative support to members which include:  filing health information requests, requesting private and other VA medical records and other special projects deemed appropriate by the Supervisor, Support Services Section.  The incumbent must be flexible in order to undertake a variety of miscellaneous administrative duties.

Promotes a positive image of this Medical Center with emphasis on customer service by treating patients, co-workers, and medical center personal with courtesy and respect.  Responds to customers needs in a positive and efficient manner.

Fully protects the confidentiality of customer information, access to computer files and release of access codes, according to established guidelines and policy.

Employs a cooperative attitude in interactions with co-workers and supervisors.  Regularly and cooperatively assists other co-workers when needs arise.

FACTOR I – KNOWLEDGE REQUIRED BY THE POSITION

The incumbent must have an excellent knowledge of multiple systems and current computer technology regarding imaging applications, PC Fax applications, and numerous DHCP applications.  Utilizes computer skills to carry out duties associated with transferring information and maintaining a record request file.

The incumbent must have excellent knowledge of the VA Medical Center’s file system and procedures.

The incumbent must be conscientious regarding the confidentiality of the variety of material that will be handled.

The skill of a qualified typist is required to perform data entry responsibilities.

Knowledge of filing sequence of both administrative and medical records is necessary to properly index and scan information into DHCP.

Knowledge of functions and procedures of several areas of the Medical Center is necessary to properly coordinate the informational needs of team members.

FACTORII – SUPERVISOR CONTROLS

Work is performed under the direct supervision of the Supervisor, Support Service Section.  Incumbent is responsible for setting priorities, accomplishing the assignments, coordinating work and referring usual situations to the supervisor.

Incumbent is delegated full responsibility for investigating and correcting problems with records received from other facilities.

Incumbent identifies and suggests solutions to problems with the transferring and receiving of information to/ from other health care facilities.

FACTOR II – GUIDELINES
Written guidelines include M1, Part I, Chapter 5, Mi, Part I, Chapter 9, the Privacy Act of 1974, and numerous technician and user manuals on PC applications.  Oral technician guidance on past experience is also provided where no precedents exist.  Employee uses initiative and judgment in selecting the most appropriate to a specific situation.  Numerous public laws applicable to the Medical Center are used as guides to determine who may have access to the material and to what extent access is allowable.

FACTOR IV – COMPLEXITY

The Scanning Specialist must use own initiative in determining what is correct or where to locate needed information and spot check a variety of scanning and indexing.  The Scanning Specialist if often required to correct indexing errors, improve clarity, and assist others.

The Scanning Specialist must completely understand the use of the VISTA software in order to program information into the system, utilize options to extract information, assist co-workers and customers in understanding correct procedure for using the system, and to orient and train other Scanning Specialists in the use of the system.

Incumbent must be organized to correctly prioritize information requests and perform follow-up activities.

Computer skills are necessary to carry out duties associated with the transferring of information to other health care facilities (VA facilities and private hospitals) and other third parties; maintain a request maintenance file, and utilize PC applications to maintain valid data.

FACTOR V – SCOPE AND EFFECT

The purpose of this unit is to provide scanned documents to the facility timely and accurately for the continuation of quality patient care.

FACTOR VI – PERSONAL CONTACTS

Personal, telephone, and electronic contacts are with employees of all levels of the clinical and administrative staff throughout the Medical Center and other health care facilities.

FACTOR VII – PURPOSE OF CONTACTS

Contacts are for the purpose of acquiring or sending information to and from other health care facilities for direct patient care, answering questions on the location of scanned medical documentation, and providing assistance to all levels of the clinical and administrative staff throughout the Medical Center.

FACTOR VIII – PHYSICAL DEMANDS

The work is mostly sedentary; however, some bending, stretching, walking, and lifting are required.  Boxes of records must be packaged and lifted for shipment.  A cart is available.

FACTOR IX – WORK ENVIRONMENT

Work is performed in an office setting in the Medical Records area within this Medical Center.

FACTOR X – IRM SECURITY

In the performance of official duties, the incumbent has regular access to printed electronic files containing sensitive data which must be protected under the provisions of the Privacy Act of 1974 and other applicable laws, Federal regulations, VA statutes and policy.  VHS&RA Policy: The incumbent is responsible for: 1) Protecting data from unauthorized release or from loss, alteration, or unauthorized deletion; and, 2) following applicable regulations and instructions regarding access to computerized files, release of access codes, etc. as stated in a computer access agreement which the incumbent signs.

PERFORMANCE STANDARDS

SCANNING CLERK, GS-335-5

SUPPORT SERVICES SECTION/PAS

DATA CAPTURE

1.
Captures clinical and administrative information in a timely manner effectively utilizing the most current technology available.  Informs supervisor of problems or potential relating to filing backlogs or information availability as soon as they are identified.

2.
Scans appropriate documents into OPTIDOC an average of 750 documents per week or scans documents on an average 250 patients per week.

3.
Indexes all pertinent information into the patient database in OPTIDOC with a 98% accuracy rate.

4.
Assures all hard copies are archived, and/or destroyed utilizing the appropriate record control schedule.  The incumbent will assure all transfer logs, forms, and mailing labels are accurately maintained.

5.
Uploads dictated reports into correct patients chart in VISTA package with a 97% accuracy rate.

DATA TRANSFER

1.
Completes the transfer of all transcribed reports from a word processing environment to VISTA within one workday of receipt.  Informs supervisor of problems or potential relating to filing backlogs or information availability as soon as they are identified.

2.
Places the transcribed reports in VISTA under the correct patient, note title, and author with 98% accuracy.  Researches and corrects any uploading errors caused by the Transcription Contractor, i.e., incorrect patient name, SSN, or visit date.

3.
Performs informational queries on the dictation system database.

4.
Assures all transfer logs and backup transcribed reports are accurately maintained.

CUSTOMER SERVICE

1.
Employee has contact with veterans, their families, and/or medical center personal in person or by the telephone.  During any of these encounters the employee must exhibit a business-like, compassionate, and courteous manner in these contacts.  Failure to comply cannot occur more than two times during the rating period to be acceptable.

2.
Demonstrates skill in interpersonal relationships.  Normally assumes a positive attitude.  Is tactful, courteous, and helpful.  Normally retains composure in daily stressful situations and is effective in dealing with all types of people even in the most difficult circumstances.  Failure to comply cannot occur more than two times during the rating period to be acceptable.

3.
Establishes and maintains effective work relationship with co-workers, physicians, other professional and non-professional medical center staff, and outside contractors.  Failure to comply cannot occur more than two times during the rating period to be acceptable.

4.
Protects data from unauthorized release from loss, alteration, or unauthorized deletion; follows applicable regulations and instructions regarding access to computerized files, release of access codes, appropriate use of mailman (electronic mail), etc.; and maintains DHCP security at all times to protect the integrity of the VA programs and the privacy of the patient.  Failure to comply cannot occur more than one time during the rating period to be acceptable.

