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Job Description


	Position Title:
	Coder, Medical Records
	Code:
	

	Department:
	Medical Records
	Level:

	Staff

	Purpose:
	Health Record Coding 


	
	

	1.0
Organizational Relationships:

	
1.1
Reports to:
	Head of Medical Records

	
1.2
Responsible for:
	Coding Area

	
	

	2.0
Job Summary
	Collecting, classifying, coding, and reporting clinical data; demonstrated proficiency in medical record analysis and ICD – 10AM and CPT coding of inpatient/outpatient/ER records. Assist in training junior staff and functioning as a resource person. Tumor Registry Abstractor to access and abstract new cancer charts on patient diagnosed and/or treated at the hospital and outpatient facilities. CTR eligible 1-2 year abstracting expert in Tumor Registry in hospital Cancer Program to be able to support requirements abstracting, annual follow-up, Patient Care Evaluation annual reports.

	
	

	3.0
Duties and Responsibilities:
	· Codes and abstracts In-patient, ER and OPD records with 98% accuracy, using a variety of coding conventions, and coding guidelines (ex: ICD – 10AM, CPT- and HCPCS, DRG methodology)

· Participates is coding quality audits, and chart review as applicable.

· Prepares reports utilizing the coding system’s report writer.

· Initiates/ assembles new medical record in accordance with policy.

· Prepares logs of discharges and uses documentation guidelines to evaluate record completeness as per hospital by-laws, and JCIA requirements.

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

· Performs monthly Quality Assurance audits or as often as required.

· Utilizes the online computerized systems for Coding, Cancer Tumor Registry and Chart Deficiency Analysis system advice 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:
	· Diploma or Certificate from a accredited Health Record Administration or Health Records Technician program.
· Excellent grasp of Anatomy, Physiology and Medical Terminology, fluent in written and spoken English. (Arabic an asset)


	
	

	5.0
Professional Experience:
	· Minimum of 2 years coding experience in ICD-10AM, DRG and CPT
· Familiar with Cancer Coding and Ca Registry methodologies

· Knowledge of medical/surgical terminology in Neoplastic diseases, diagnosis and management of cancer patients.

	6.0
Specialized Knowledge:
	· Experience working to JCIA standards advantageous.
· Knowledge of computerized record systems an asset.

· Excellent communication and Customer Service skills.

	
	

	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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