STATE OF NEBRASKA
CLASS CODE:
S02111

CLASS SPECIFICATION
SALARY GRADE:
335

EST:  05/82 - REV:  01/98
 OVERTIME STATUS:
N
MEDICAL RECORDS CLERK

DESCRIPTION:  Under general supervision, maintains medical records at a facility; performs related work as required. 

EXAMPLES OF WORK:  (A position may not be assigned all the duties listed, nor do the listed examples include all the duties that may be assigned.) 

Transcribes medical dictation from medical staff to have a completed medical history and record for each patient. 

Types information onto medical forms to complete them. 

Interviews patients or patient's relatives to obtain medical information to complete forms for the patients' records. 

Codes medical diagnosis using nationally recognized coding systems to complete forms for reimbursement. 

Writes information onto index files to be used to prepare statistical reports. 

Reviews medical records to ensure completeness and all information required for accreditation. 

Extracts information from files to compile informational reports and to release to authorized individuals in compliance with confidentiality standards. 

Writes correspondence and completes forms to send to Mental Health Board or other facilities or agencies as required. 

FULL PERFORMANCE KNOWLEDGES, ABILITIES, AND SKILLS REQUIRED: (These may be acquired on the job and are needed to perform the work assigned.) 

Knowledge of:  facility medical records procedures and standards; facility medical records filing systems and the location of records; forms and form letters used by the facility; medical records confidentiality requirements; medical terminology; medical diagnosis coding systems used by the facility. 

Ability to:  operate data entry and magnetic file entry devices; extract, record and report data from facility medical files; maintain the confidentiality of medical records. 

ENTRY KNOWLEDGES, ABILITIES, AND SKILLS REQUIRED:  (Applicants will be screened for possession of these through written, oral, performance, and/or other evaluations.) 

Knowledge of:  alphabetic and numeric filing systems; medical terminology; basic math; correct English grammar; medical records keeping practices. 

Ability to:  type; take dictation; obtain medical information from ill patients, patients; relatives and medical staff; maintain files; operate a calculator, Xerox machine, Dictaphone and switchboard. 

MEDICAL RECORDS CLERK (continued)
JOB PREPARATION GUIDELINES:  (Entry knowledge, abilities, and/or skills may be acquired on the job and are needed to perform the work assigned.) 

High school graduation or equivalent. 

