WEST PARK HOSPITAL

JOB DESCRIPTION
JOB TITLE:
Technician – A (Receptionist/ROI)                                     
DEPARTMENT:  Health Information Management
IMMEDIATE SUPERVISOR:  Health Information Management Director
JOB SUMMARY:   Works under the supervision of the department director.  This position works daily with customers consisting of hospital employees, physicians, patients, and other facility employees.  Performs a variety of technical and clerical functions in the Health Information Management Department in accordance with departmental policies and procedures.  Responsibilities include but are not limited to releasing protected health information according to departmental policies. To collect, maintain and make available to authorized users timely, accurate and complete patient health information.  Prioritizes, locates, pulls, electronically tracks and sees to the appropriate transport of records requested by other departments in accordance with established standards.  May also need to ensure that records are routed to the appropriate healthcare provider for completion, timely and accurate statistical reporting for the HIM department and organizationally.  Maintains the integrity of the medical record through filing, copying, assembling, and retrieving patient record in a timely and organized manner.  The HIM staff member must be team orientated and demonstrate a calm, pleasant and cooperative demeanor.  Performs other duties as assigned.  
AGES SPECIFIC TO HEALTH INFORMATION MANAGEMENT:

	Newborn-
	Birth through 1 month
	Adolescent/Teenager-
	13 years through 17 years

	Infant-
	1 month through 1 year
	Young Adult-
	18 years through 34 years

	Toddler-
	2 years through 3 years
	Middle Adult-
	35 years through 50 years

	Preschool-
	4 years through 5 years
	Mature Adult-


	51 years through 69 years

	School Age-
	6 years through 12 years
	Geriatric Adult-
	70 years +


CULTURAL/RELIGIOUS ASPECTS:  Employee will care/services for patients of all cultural and religious backgrounds.  In view of the seasonal influx of people from all over the world, be prepared to care for patients of diverse and/or religious backgrounds.

ETHICS AND COMPLIANCE:  Employee performs within the prescribed limits of the hospitals/departments Ethics and Compliance Program.  Is responsible to detect, observe and report compliance variances to their immediate supervisor, or upward through the chain of command, the Compliance officer or hospital hotline.

ESSENTIAL FUNCTIONS AS RECEPTIONIST:
1. Welcoming and assisting department customers with all requests.
2. Answers incoming phone calls and greets visitors to department within a timely fashion. Responds promptly and courteously to walk-in requests from patients for copies of health care information.

a. Determines nature of call/visit and provides appropriate response, guidance. 

b. Refers visitor/caller to appropriate person and/or takes messages as necessary. 

c. Answers telephone inquires related to the status of requests for health care information. 

d. Refers more complex issues appropriately.

3. Receives sorts and distributes department mail.
4. Assists Admissions with editing of data on admission registrations and reprinting of registrations as needed.

5. Verifies transcribed reports in the computer system, correct, if necessary, and distributes to appropriate areas.  
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6. Daily refilling of the paper tray for copier, fax, and printer.  Changing of ink and toner cartridges in equipment as needed.

7. Ordering and distributing department supplies on a weekly basis

8. Consistently follow established procedures.

9. Maintains data, department activities, and all patient information in a confidential manner.

10. Responsible for mailing out physician orders (non-Cody physicians) for signatures, etc. for Outpatient Coder.

11. Responsible for transcribing departmental meeting minutes.

12. Pull charts that are requested for other departments, i.e. OPS, Trauma, P.T. and Medical Staff Services.

ESSENTIAL FUNCTIONS AS ROI:

To collect, maintain and make available to authorized users timely, accurate and complete patient health information.  Prioritizes, locates, pulls, electronically tracks and sees to the appropriate transport of records requested by other departments in accordance with established standards.

1. Processes requests for release of information in a timely manner, accurately records information in the ROI Log on all released information, prepares accurate invoices and/or letters for the copies that are requested and promptly processes payments that are received for completed releases.

2. Retrieves all chart requests from within facility

3. Responds to inquiries from physicians, staff, and outside agencies and/or individuals regarding medical records

4. Copies physician-dictated reports and complies with requests for copies of patient records from patients and other persons such as physicians, attorneys, and insurance companies following departmental policies to safeguard patient confidentiality. 

5. Retrieves and copies Patient Financial Services requests.
6. Responds verbally or in writing to requesters, as appropriate, regarding requests which cannot be processed due to lack of information, misinformation, missing or inadequate release of information form, and delays due to incomplete medical records.

7. Pulls and copies medical records for PRO reviews.

8. Screens, reviews and copies subpoenaed records after establishing that they are legitimate and reviewed by hospital attorney. 

9. Replaces charts pulled with an outguide that reflects where the chart is being delivered.  

10. Keeps the requestor of any record that was not in file notified of efforts to locate.
OTHER FUNCTIONS:
1.  Responsible for deficiencies for all LTCC charts.

2.  Responsible for monitoring transcription error report and assuring that all dictated/transcribed reports are accurate and completed in a timely manner that is consistent with contractual arrangements.
3.  Tracks all ER physician deficiencies for incomplete dictation.

4.  Shreds all departmental confidential information

5.  Assists with filing and purging as needed.

6.  Responsible for assisting with other medical record department functions as requested or when needed.

7.  Comes in when needed or requested by other departments during off hours of department.
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8.  Willingness to clean the department when needed (vacuum, duct, etc.).

EDUCATION:  High school graduate or equivalent.

EXPERIENCE:  Two years of health information management (HIM)/medical records experience in a hospital is preferred.  Experience processing release of information requests in a healthcare facility or physician’s office preferred.  Knowledge of federal and state statutes and regulations surrounding confidentiality of information is a plus.  Knowledge of terminal digit filing system is also a plus.  Must have the ability to read and interpret a wide variety of handwritten entries to accurately identify the physician to whom deficiencies should be assigned.  Ability to use designated reference materials and follow detailed instructions.  Must have the ability to work independently with minimal supervision.  Must have the ability to work well with others, using tact and diplomacy to deal with physicians on record completion issues.  Must have familiarity with mainframe and personal computers and commonly used software applications.  Must have the ability to accurately enter data into the computer system.  Must maintain professional appearance and demeanor.

SKILLS:  Essential Technical/Motor Skills: Strong computer skills.  Computer literate with good keyboarding skills.  Typing 40 WPM.  Eye-hand coordination, manual and finger dexterity.  Ability to run a copier and a fax machine.  Ability to answer phones in required time frame.  Ability to learn and utilize alphabetical and terminal digit filing systems.  Must have excellent communication skills, good telephone manners, and the ability to get along well with others.  Attention to detail is an absolute requirement for all job functions.  Must be able to work independently and to complete all job functions in a timely manner as defined by the department quality improvement plan.  Interpersonal Skills: Excellent interaction with visitors, patients, coworkers, medical staff, outside agencies effectively and courteously.  Strong interpersonal skills.  Ability to interact with persons of varying backgrounds and education level. Corresponds effectively with outside agencies.  Knowledge of English grammar and spelling.

WORKING CONDITIONS:  Works in a clean, well lighted, heated and air-conditioned environment.  Work requires long periods of standing and bending.  Regular working hours will consist of 40 hours weekly and employee may be required to work set hours depending upon departmental needs and to work evenings, holidays, and to alternate working weekend shifts, if necessary.

MENTAL DEMANDS: Detailed work.  Requires the ability to concentrate for long periods of time while dealing with distractions.  Must be able to communicate effectively with many different types of customers and 
co-workers.  Fast paced office environment that requiring the ability to work under pressure while performing multiple tasks.  Ability to interpret and apply federal and state statutes regarding the disclosure of healthcare information.
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PHYSICAL DEMANDS:
My job requires that I lift:

                                      NEVER             OCCASIONALLY     FREQUENTLY       CONTINUOUSLY

	A.  Up to 10 lbs.
	
	
	X
	

	B.  11 - 24 lbs.
	
	X
	
	

	C.  25 - 34 lbs.
	
	X
	
	

	D.  35 - 50 lbs.
	
	X
	
	

	E.  51 - 74 lbs.
	X
	
	
	


	F.  75 -  100 lbs.
	X
	
	
	

	G. Above 100 lbs.

STATE WEIGHT
	X
	
	
	

	H.  STANDING
	
	
	X
	

	I.   WALKING
	
	
	X
	

	J.   SITTING
	
	
	X
	


Any lifting of 35# or more requires the use of an assistive device and/or physical assistance.

There is the potential to either be sitting, standing, walking, pushing, and pulling for extended periods of time, along with the use of a computer terminal.  

EXPOSURE CATEGORY
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1. Tasks that involve exposure to blood, body fluids or tissues.  This includes all procedures or job related tasks that involve inherent potential for mucous membrane or skin contact with blood, body fluids or tissues, or potential spills or splashes of them.

2. Tasks that do not involve exposure to blood, body fluids or tissue, but exposure may be required as a condition of employment.  Appropriate protective measures are readily available to these employees when needed.

3. Tasks that involve NO exposure to blood, body fluids or tissue and Category I tasks are not a condition of employment.

____________________________


____________________________

Employee Signature




Date

Reviewed:  3/10, 12/10



Revised:  3/2010, 12/10
