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GREATER PHILADELPHIA HEALTH ACTION, INC.

JOB DESCRIPTION

POSITION TITLE:   Medical Records Clerk


STATUS: 
      Non-Exempt

REPORTS TO:          Medical Records Supervisor

DEPARTMENT:   Medical Records




          (Technical) &

                                  Health Center Administrator (Operational)

REQUIREMENTS:

High School Graduate or equivalent, with the ability to learn and use alphabetical and numerical filing systems. Have good verbal and written communication skills. Maintain absolute confidentiality of Medical Records. Must have a complete knowledge and be able to abide by any local, state and federal laws applicable to a patient’s medical record.

HOURS OF WORK:

Flexible work hours which total a minimum of  37.5 hours per week, Monday through Friday, excluding lunch; however, hours of work and days worked may be adjusted to meet operational needs of the department.

WORKING CONDITIONS:

Administrative and Patient Care Setting

Travel required

HEALTH HAZARDS:

Minimal risk of exposure to hazardous chemicals such as isopropyl alcohol, potassium hydroxide, sodium hypochlorite, etc. 

Minimal risk for exposure to blood borne pathogens. 

High risk of exposure to tuberculosis and infectious diseases that can be transmitted in healthcare/childcare setting.

GENERAL RESPONSIBILITIES AND DUTIES:

· Identify, locate and release medical records and information from records to authorized persons. 

· Promote GPHA’s vision and mission to staff, patients and the public at large.

· Maintain confidentiality regarding patient/client and employee information.

· Treat patients with dignity and honor the privacy of their personal information. 

· Provide services, as directed, at facilities other than a GPHA location in the event that an incident that compromises the safety, security or integrity of the United States of America should occur.

SPECIFIC RESPONSIBILITIES AND DUTIES:

· Identify charts and pull same from files.

· Maintain a current and accurate master patient file with identifying patient information.

· Review charts daily for completeness and accuracy.

· Add supplementary reports to charts.

· Answer phone inquiries relating to the department.

· Assemble patient charts in prescribed manner.

· Complete deficiency list on each record indicating documentation deficiencies.

· Process and answer routine requests for information from the medical record according to GPHA policy and local, state and federal regulations.

· Identify out-of-file records by use of an outguide.

· Maintain a numerical number system for incomplete charts to facilitate completion by providers.

· Compile report on incomplete charts and forward to coordinator.

· Refer “problem” and /or non-routine request to the Coordinator and/or Supervisor.

· Answer the phone as necessary.

· Adhere to all policies, procedures, and protocols governing infection control, disposal of infectious/hazardous waste, and handling of hazardous materials.   Follow guidelines and instructions detailed in GPHA’s OSHA/Infection Control Manual.

· Adhere to all policies and procedures concerning fire safety, management of medical emergencies, natural disasters, and other safety concerns, according to protocols, guidelines and instructions detailed in GPHA’s Clinical Policies and Procedures Manual and all other manuals concerning such issue. 

· Perform related duties as directed by supervisor.

FINANCIAL RESPONSIBILITY:

Responsible for appropriate use of corporate resources

Collection of patient monies

REPORTS AND RECORDS:

Incomplete chart report.

Maintain patient records, including tracking and filing.

CONTACTS:

All GPHA staff and patients

Federal outside agencies




Attorneys












INITIATIVE, JUDGEMENT, AND CREATIVE ABILITY:

Know how to interpret policies and procedures of Medical Record Department. Use judgement when interpreting department policy and procedure. Good organizational skills. Able to work independently and follow directions. Able to set priorities and meet established deadlines.

MENTAL, VISUAL, AND HEARING DEMANDS:

Very good communication skills. Review records for accuracy. Good telephone etiquette when carrying out duties. Effectively handle difficult patients. 

MACHINES, TOOLS, EQUIPMENT OPERATED:

Fax machine, Telephone, CP Terminal, Printer, Photocopy machine.

SUPERVISION:

N/A

PHYSICAL AND WORKING REQUIREMENTS:
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	FREQUENCY
	FREQUENCY
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	FREQUENCY

	
	RARE  0-10%
	OCCASIONAL  11-34%
	FREQUENT   34-66%
	CONTINUOUS   >67%

	WEIGHT
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I have reviewed this document and discussed the contents with my manager.  My signature will mean that I have been advised of the duties for my position.

Employee: ___________________________

Date:  ______________________________

Supervisor: __________________________

Date:  ______________________________
Human Resources Director:  _________________________
Date: ______________________________

Executive Director:  ________________________________
Date: ______________________________

Rev.  02/07
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