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HEALTH INFORMATION MANAGER

DESCRIPTION:  Under general direction, is responsible for managing the health information and medical records for a state facility, including the development, analysis, maintenance, use, and preservation of medical records.  Incumbents supervise the Health Information/Medical Records staff, interpret data for patient care, research, statistical, reporting, and planning, and interact with medical, financial, and administrative staff to obtain and relay information; 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.)

Develops, implements, and maintains policies and procedures for the Health Information Department in accordance with federal and state requirements, and acceptable professional practice.

Determines the health information/medical records needs of the facility and assures compliance with accreditation and licensing standards and facility policies.

Ensures that all medical records are properly indexed to facilitate efficient retrieval and proper storage; develops record retention schedule, destruction plan, and permanent information storage medium.

Supervises the Health Information staff to include hiring, termination, discipline, performance indicator development, performance evaluation, and training of employees.

Monitors the Health Information Department budget.

Reviews medical records to determine eligible medical services to be billed to Medicare.

Appeals denied claims; provides training to staff and clinical professionals regarding billing functions.

Audits medical records for qualitative and quantitative analysis according to established criteria to assure completeness, accuracy, and internal consistency.

Communicates with clinical staff to ensure medical record documentation standards are met; oversees the transcription of medical dictation to ensure accuracy and timeliness.

Testifies in court hearings in response to court orders and subpoenas.

Provides assistance to the Performance Improvement Coordinator in preparation for surveyors.

Compiles reports for special studies at the request of administrators, physicians, and other staff; answers correspondence and responds to requests for information concerning medical records.

Provides insurance benefit consultation to members and members’ family; assists members with bills received from outside medical providers.

May supervise, train, and evaluate the clinical experiences of students in health related programs.

HEALTH INFORMATION MANAGER  (continued)

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

Knowledge of:  health information management; medical/disease coding principles; legal aspects/confidentiality; accreditation standards, Medicare, Medicaid, state and federal regulations governing health information/medical records; disease processes and medical procedures; collection and interpretation of administrative and clinical statistics; agency policies and procedures.

Ability to:  work independently; accurately and effectively advise the facility administrator on patient health information; develop standards, policies, and procedures governing the health information department; utilize the computer to accomplish medical record services; work effectively with personnel at all levels.

Skill in:  presenting information to various levels of staff; keeping updated on medical record documentation practices and licensure requirements.

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

Knowledge of:  medical terminology; the International Classification of Diseases (ICD); Current Procedural Terminology (CPT); computer/data entry operations and information management/retrieval systems; records/files security and reimbursement principles.

Ability to:  communicate effectively with professional medical staff; maintain confidentiality and security of medical records/files.

Skill in:  planning, prioritizing, and organizing work assignments and department functions; maintaining accurate medical records.

JOB PREPARATION GUIDELINES:  (Entry knowledge, abilities, and/or skills may be acquired through, BUT ARE NOT LIMITED TO, the following coursework/training and/or experience.)

Any combination of training and/or work experience that provides an incumbent with knowledge, abilities, and skills equivalent to those of an Accredited Health Information Technician.  A general qualification guideline for positions in this class is post high school course work/training cumulating in an Accredited Health Information Technician credentials or a Registered Health Information Administrator credentials, plus five years of experience in health information administration.
