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HUMAN RESOURCES JOB DESCRIPTIONS / Health Information Management

SUBJECT: Health Record Scan Clerk

HRJD.133

JOB DESCRIPTION

Health Record Scan Clerk
	Department:
	Health Information Management

	Reports to:
	Business Office Manager

	Ages of Patients served:
	Primarily adults and emancipated minors


JOB SUMMARY: 

1. Locate any physical historical medical records produced prior to MMDDYY, for any returning patients
2. Prep and scan these previous discharges into the Electronic Health Record (EHR)
3. Stamp the folder “SCANNED” and place the folder on the designated shelf awaiting the patient’s discharge

4. Files this folder with this patient’s discharged scanned batches
5. Assist in record copying for Medicare Recovery Audit Contractors (RAC) Audits 

6. Process any loose reports, containing health information
7. Scan incoming post op call questionnaires.
8. Back up other positions as needed in the HIM department
9. Scan incoming documents from Business Office and other clerical departments.

10. Demonstrate strong communication skills; clearly, proactively and concisely with internal and external customers
11. Answers phone, greets department visitors, and sorts/files incoming mail and fax submissions.
12. Other duties as assigned.

The above statement reflects the general duties considered necessary to describe the principal functions of the job as identified, and shall not be considered as a detailed description of all the work requirements that may be inherent in the position.
JOB SPECIFICATIONS

Education:
High school education or GED required
Experience:

One to two years of work experience in a hospital and/or ambulatory surgery health information management department
Knowledge: 

Demonstrates understanding of customer service concepts and practices.  

Knowledge of medical terminology and health information management practices, policies and procedures
Skills:  

Interpersonal Skills:
Skill in establishing and maintaining cooperative working relationships with other employees
Essential Mental Abilities:

Must have ability to produce accurate work and give attention to detail, along with ability to apply independent judgment, discretion and initiative to address issues within the scope of this job description
Essential Sensory Requirements:
Demonstrated ability to communicate via telephone and email, and work with the computer.  This employee must possess the ability to visually proofread typed/transcribed documents, and be proficient in the use of a personal computer utilizing hospital-wide information system, CPSI, Microsoft Office and other software applications as required
Physical Requirements: 
For the purposes of the American Disability Act (ADA), this position has been assessed to identify essential and marginal functions.  Tasks listed below are considered to be essential functions of the job.  Reasonable accommodations may be made for individuals with qualifying disabilities in order to perform the essential function of the job:
1. Work Position


a. Sitting
90% or more

b. Standing
5% or more

c. Walking
5% or more

2. Body Movements

a. Lifting/Carrying up to 20 lbs
Frequency, less than 15%

b. Bending or stooping 
Frequency, less than 25%

c. Hand grip, wrist and digital dexterity
Frequency, 60%

3. Speaking, hearing and visual acuity to receive and interpret instructions
4. Verbal and written English communication skills
5. Mathematical and reasoning skills
6. Normal vision range:  ability to distinguish letters, numbers and symbols
7. Requires the use of office equipment, such as a computer, telephones, photocopier, scanner and Fax machine
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