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Job Description


	Position Title:
	Assistant Manager, Medical Records
	Code:
	

	Department:
	Medical Records
	Level:    

	Assistant Manager

	Purpose:
	Assists the medical records manager to develop and manage activities, work load and special projects for the File Service within the Department of Medical records to meet the standards set by the Hospital and Commission on Accreditation of Healthcare Organizations.


	
	

	1.0
Organizational Relationships:

	
1.1 Reports to:
	Manager, Medical Records

	
1.2 Responsible     for:
	Medical Records Clerks & Technicians

	
	

	2.0   Job Summary:
	Assists the medical records manager to develop and manage activities, work load and special projects for the File Service within the Department of Medical records to meet the standards set by the Hospital and Commission on Accreditation of Healthcare Organizations.

	
	

	3.0     Duties and Responsibilities:
	· Assists the MR Manager to plan, develop and manage the archives and security of patient records according to policies and procedures.

· Assists the MR Manager to plan, develop and manage systems involving all aspects of the File Services unit of me records.

· Communicates with medical staff, house-staff and physicians’ office support staff to determine needs, goals, and necessary changes in systems or policies.

· Assists in the development and administration of departmental policies, procedures and programs. Plan, develop and manage Quality Improvement activities for the File Service unit to include standards and criteria, audit of deficiencies and follow-up; assist in developing and procedure manual for the File Services unit and update as needed.

· Assists the MR Manager to plan, develop and manage the educational programs and in-service training for the employees in the unit to include orientation programs for new employees.

· Assists the MR Manager in recommending various personnel actions including, but not limited to, hiring, performance appraisals, promotions, transfers and vacation schedules. Perform other related duties incidental to the work described herein.
· Responsible for file management and patient index operations in the absence of the Manager.
· Performs other tasks and duties within the scope of the knowledge, skills, and experience required for the job, as assigned by the immediate supervisor.

	
	

	4.0
Education and Licensure:
	· Bachelor’s Degree

	
	

	5.0
Professional Experience:
	· Requires 3 years in Medical Records or related experience including 1 year in supervisory capacity.

	6.0
Specialized Knowledge:
	· Must provide successful track record of managerial accomplishments and team building results.

· Ability to effectively manage supervisory staff.

· Ability to effectively communicate with various levels of staff.

· Ability to manage multiple simultaneous tasks.

· Excellent customer service skills.

· Demonstrates excellent organization and decision-making skills.

· Demonstrates good problem identification and solving skills.

· Ability to hold staff accountable and use disciplinary process appropriately

	
	

	7.0
Physical Effort 
Required:
	

	
	

	8.0
Hours/Shift 
Work
	Should be made clear no exceptions will be made and staff must be available to work one or all shifts in department 

	9.0
Conditions:
	This job description is subject to periodic review and may be changed at any time by authorized personnel.

	
	

	Approval Signatures:
	

	
	

	Unit Manager:
	
	

	Senior Administrator:
	
	

	Director, Human Resources:
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