STATE OF NEBRASKA
CLASS CODE:
V13411

CLASS SPECIFICATION
SALARY GRADE:
353

EST:  04/91 - REV:  08/05
OVERTIME STATUS:
N
HEALTH MEDICAL RECORDS DATA BASE MANAGER

DESCRIPTION:  Under administrative direction, determines data needed to be collected from medical records of hospitals and clinics for specific health data projects; develops data collection methodologies; collects and records data from medical facility patient records; serves as medical records consultant to the Department of health; oversees the maintenance of medical registries; 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.)

Writes and administers a cancer registry data collection and processing contract including monitoring the submission and quality of data.

Develops data collection methodologies, including format design, project criteria requirements, data compilation, relevancy and usage.

Confers with medical facility administrators, medical records personnel, and other health care providers in the development and implementation of an appropriate medical records data recording and collection system to obtain requested data.

Coordinates submission of data and monitors its conversion to a consistent file layout.

Develops and implements evaluation methodology to determine completeness and adequacy of the medical data collection procedure.

Designs and coordinates an annual cancer registry report, including data, rates, narrative, layout, and printing.

Writes, produces, and distributes a cancer registry newsletter.

Writes portions of grant applications including the provision of supporting and cost data.

Conducts case-finding studies and verifies the quality of data obtained through on-site reviews.

Responds to data requests from internal and external sources.

Presents results of data analysis to health professionals and other interested persons as requested.

Provides ICD-9 coding assistance, including interpretation of codes and coding principles, to all divisions of the Health Department.

Serves as medical record consultant to the Department and as liaison to all reporting sources in the State; assists with record retention programs; and, convenes task forces as necessary.

HEALTH MEDICAL RECORDS DATA BASE MANAGER (continued)

Supervises staff and provides daily direction by answering technical coding questions and interpretation of medical diagnoses; evaluates job performance, trains, assigns and reviews work; hires, promotes or terminates staff as needed; and seeks external training opportunities for employees and budgets accordingly.

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

Knowledge of:  agency's organization, policies and procedures; departmental policies and statutes related to birth defect and cancer reporting requirements; the reduction in morbidity and mortality act; vital statistics; and public access law.

Ability to:  coordinate work assignments among several agency divisions; independently make on-site visits with various facilities and agencies.

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, anatomy, physiology and genetics; ICD-9 coding principles; database structure and storage; personal computers and common software packages such as word processing, spreadsheet and graphics; medical record systems and procedures in acute care facilities; commonly computed statistical rates and values; medical coding and indexing; and modern filing and medical record keeping procedures.

Ability to:  communicate with a variety of professionals, both orally and in writing, individually and in groups; examine data, design reports and effectively display data; write and layout newsletters; ensure confidentiality of data sources.

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.)

Bachelor's degree preferably in Medical Record Administration or Health Information Management, with coursework/training in statistical analysis, medical terminology, medical records information systems, anatomy and physiology, and genetics.

AND

Experience in data collection and tabulation, report preparation and working with medical data and coding, particularly data coded in ICD-9 including statistical analysis of data.

SPECIAL NOTE
Registration as a Record Administrator by the American Medical Records Association is highly desired or Certified Tumor Registrar or Accredited Record Technician.  Some overnight travel is required.

