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Job Description


	Position Title:
	Clerk, Medical Records
	Code:
	

	Department:
	Medical Records
	Level:

	staff

	Purpose:
	Responsible for the processing of discharged in-patient/out-patient and Emergency room medical records.


	
	

	1.0
Organizational Relationships:

	
1.1
Reports to:
	Head of Medical Records

	
1.2
Responsible for:
	Own tasks

	
	

	2.0
Job Summary
	Responsible for the processing of discharged in-patient/out-patient and Emergency room medical records.

	
	

	3.0
Duties and Responsibilities:
	· Initiates/assembles new medical record in accordance with policy.

· Prepares crossfiles and control cards for use in incomplete file areas.

· Prepares logs of specific discharges as determined by company policy.

· Analyses individual records for completeness.

· Checks all entries are signed and dated and otherwise conform to lay down policy.

· Protects the privacy of both physicians and patients by ensuring that records are release only to authorized personnel.

· Utilizes the online computerized chart analysis system to detect deficiencies and advise accordingly.

· 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:
	· High School Graduate.
· Diploma or equivalent in Medical Records Technology. Note: In-house training and experience in a medical record department with demonstrated knowledge may be accepted in lieu.
· Fluent in written and spoken English.

	
	

	5.0
Professional Experience:
	Minimum of 2 years in a busy medical records department handling 2 hundred plus files per day, including at least 6 month current with terminal digit filing systems either manual or computerized.

	6.0
Specialized Knowledge:
	· Experience working to JCAH standards advantageous.
· Knowledge of computerized record systems advantageous.

	
	

	7.0
Physical Effort 
Required:
	

	
	

	8.0
Hours/Shift 
Work
	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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