JOB TITLE:  Health Information Management Clerk

DEPARTMENT:  Health Information Management

DIVISION:  Finance




SECTION:

REPORTS TO:  Health Information Management Administrator

FLSA:  Non-exempt


Age Specific Competency Requirements:  None

PRIMARY FUNCTION:

The incumbent has the responsibility of initiating and carrying out a variety of duties associated with patient care and treatment.  Will be responsible for outpatient health record flow and analysis to provide continuity of care.

JOB DESCRIPTION:

Pulls records for routine daily patient visits and record reviews when required for records not stored in electronic format.

Scans various medical reports into the appropriate patient files within the specified time frame.  

Assigns unit health record number for new records and reviews RPMS Patient Registration information for completeness of information.  Scans appropriate documents used for eligibility determination.

Performs analysis of outpatient records for completeness using a PC to review the electronic record/note and checks for authentication.

Answers phone calls for the medical record department and refers calls to the appropriate individual.

Maintains confidentiality of patient’s health records and other information as required by applicable laws.
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JOB KNOWLEDGE:

Basic knowledge of medical terminology and standard abbreviations in order to scan reports and complete PCC’s.

Basic knowledge of the functions and organization structures of the outpatient clinics and pharmacy.

Knowledge of confidentiality policies and procedures.

Knowledge of RPMS patient registration system.

Knowledge of IHS Electronic Health Record.

Must be able to scan, organize, and retrieve health record information.

EXPERIENCE AND JOB TRAINING:

The health record file clerk must demonstrate component judgment in interpreting medical information.

Must be able to decipher illegible provider handwriting.

Must be have clerical and office work skills, i.e., filing and organizing, scanning.

Must be able to operate a computer.

Three months would be required to become proficient in all phases of the job.

SCHOOLING OR EQUIVALENT:

High school diploma or equivalent.  Medical terminology class is required.  

CONTACT WITH OTHERS:

Contacts are with patients, other facility employees, health care providers, other hospitals, schools and other representatives.

Impressions created by the attitude of the incumbent seriously affect the acceptance of the overall medical record program by patients and other hospital staff.
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CONFIDENTIAL DATA:

Has access to all departmental files, memos, financial records and health records, which are considered confidential.  Must adhere to all Tribal and Cherokee Indian Hospital Authority confidentiality policies and procedures in the performance of duties.

RESPONSIBILITY FOR ACCURACY:

The health record is the key to all patient treatment and is the prime means of communication and continuity of quality patient care.  The services performed by this position have far reaching effect, i.e., the means of communication for patient care, the establishment of and prompt delivery of legal documents to enhance patient confidentiality and a means of meeting accreditation requirements.

MENTAL/VISUAL/PHYSICAL EFFORT:

Work demands prolonged periods of walking, standing, bending, carrying cumbersome items such as:  records, supplies (less than 15 pounds) working the equipment, and physical stress.  (Work is 90-100% walking and standing.)

RESOURCEFULNESS AND INITIATIVE:

Follows well defined procedures and guideline in job duties with minimal supervision.  Judgment and imitative are required to maintain accuracy, efficiency, and to prioritize work and meet deadlines.

ENVIRONMENT:

The work is performed in a HIM department setting as well as to and from outpatient clinics, emergency room and inpatient.  There may be some exposure to communicable diseases and/or hazards in performance of duties.

