STANDARD CORE PERSONNEL DOCUMENT                                                                           Number:  9G560

AIR FORCE STANDARD CORE PERSONNEL DOCUMENT (SCPD)

ORGANIZATION:

SCPD NUMBER:
9G560

SUPV LEVEL CODE:
8
COMP LEVEL CODE:
Q81A

TARGET GRADE:         
04
FLSA:
Non-Exempt


JOB SHARE:

CAREER PROG ID:


SENSITIVITY:

BUS:


EMERGENCY ESS:

DRUG TEST:


KEY POSITION:

POSITION HIST:


__________________________________________________________________________________________________
CLASSIFICATION:  Medical Records Technician (Office Automation), GS-0675-04 

DUTY TITLE:  

__________________________________________________________________________________________________
ORG & FUNC CODE:
MDY


1ST SKILL CODE:
75%
BJS

Medical Records Technician

2ND SKILL CODE:
25%
OAS

Office Automation Clerk/Assistant

3RD SKILL CODE:
    %



__________________________________________________________________________________________________

SCPD DEVELOPED AND CLASSIFIED BY:  HQ AFPC/DPCMC, 06/03/02

CLASSIFICATION CERTIFICATION:  SCPD adequately and accurately reflects the local work situation to meet classification, staffing, and performance management purposes.

________________________________________________________           _________________

CLASSIFIER’S SIGNATURE


                   DATE

__________________________________________________________________________________________________

SUPERVISOR’S CERTIFICATION:  I certify that this SCPD is an accurate statement of the major duties, knowledges, skills, and abilities, responsibilities, physical and performance requirements of this position and its organizational relationships.  The position is necessary to carry out government functions for which I am responsible.  This certification is made with the knowledge that this information is to be used for statutory purposes relating to appointment and payment of public funds and that false or misleading statements may constitute violations of such statutes or their implementing regulations.

________________________________________________________           _________________

SUPERVISOR’S SIGNATURE


                   DATE

__________________________________________________________________________________________________
PERFORMANCE PLAN CERTIFICATION:

[image: image1.wmf]Rater/Supv.

Date

Reviewer

Date

Employee*

Date


*Signature acknowledges receipt.  It does not indicate agreement/disagreement.

PURPOSE OF POSITION AND ORGANIZATIONAL LOCATION:  

The primary purpose of this position is:  To serve as a medical records technician performing routine records work concerned with reviewing, processing and maintaining medical records, and compiling or extracting medical records data to ensure compliance with regulatory requirements.

The organizational location of this position is:  

__________________________________________________________________________________________________
ORGANIZATIONAL GOALS OR OBJECTIVES:
The organizational goals or objectives of this position are:  To support the base population by ensuring accurate and timely completion of medical records, appropriate release of medical information to requestors, and to provide courteous, prompt service to patients and the general public.

__________________________________________________________________________________________________

DUTY 1:








%
Critical



Initiates, maintains and codes medical records in accordance with prescribed directives.  Files results of treatments such as laboratory reports and a variety of medical tests and radiology results.  Takes actions to correct discrepancies as noted, including omissions, misspellings and incorrect use of medical terminology.  Applies appropriate diagnostic and operative/procedural codes.  Makes patient charts available for medical appointments.  Prepares a pull record list, charge-out/routing card, and consolidated pull list from the Composite Health Care System (CHCS) as necessary.  Requests information pertaining to patient procedures, laboratory, or other items from activities within the medical facility and places them in the record.  Searches for missing paperwork or records and conducts daily delivery and retrieval of health records; prepares reports as necessary.  Returns records to file.  Participates in records review as part of the facility’s quality assurance program and in accordance with accreditation standards.  Reviews all records to ensure proper and complete documentation. 

STANDARDS:
A.  With few exceptions, effectively files medical documentation in the correct record within prescribed time frames, ensuring missing items are secured.
  

B.  Routinely applies appropriate diagnostic and operative codes to medical records.

C.  With few exceptions, applies proper procedures in performing quality review of records.

KSA:  1, 2, 3, 4, 6 

__________________________________________________________________________________________________
DUTY 2:








%
Critical


Locates and extracts pertinent information from medical files.  Locates materials based upon written request for medical records information and reports findings to requestors of information.  Sends questionable requests for information to supervisor for review/recommendations.  Advises patients and agencies such as insurance companies, social services, and medical activities on policies associated with releasing medical information.  Determines likelihood of payment by insurance company or other carrier, ensures proper billing procedures are initiated upon completion/fill of request.  Initiates, posts charges, and forwards billing statements to appropriate accounting officer for action.  

STANDARDS:
A.  With rare exception, uses sound judgment in response to routine requests following appropriate policies and directives.  

B.  Routinely coordinates questionable requests for information with supervisor.

C.  Almost always correctly applies charges and submits billing statements for collection, and notifies appropriate agencies upon completion/fill of all requests.
KSA:  1, 3, 6

DUTY 3:








%
Critical



Utilizes word processing software and printing equipment to create, copy, edit, and print a variety of standardized documents.  Uses basic office automation functions to generate letters and memorandums, enter data into predefined spreadsheets, retrieve data from specified electronic records, transmit, and receive electronic mail.  Transcribes various documents and reports into proper format with responsibility for correct spelling, capitalization, and punctuation.  Office automation guidelines include locally developed equipment operating and document processing instructions, which are directly applicable to the work performed, or repetitively used portions of more general operating instructions and correspondence procedures.  Problems encountered in selecting or applying the guidelines are referred to the supervisor or an experienced employee.  May produce documents that require accomplishment of nonstandard functions, such as arranging tabulated data or performing editing functions to incorporate substantive changes made by originators.

STANDARD(S):

A.  Typically uses software and printing equipment effectively to prepare/develop accurate and useful documents.

B.  Routinely receives and transmits electronic messages and documents promptly and appropriately.  

KSA:  3, 4, 5

DUTY 4:








%
Critical


Performs a variety of miscellaneous support duties in support of the care and treatment provided for patients.  Receives and screens telephone calls; receives walk-in patients; responds to various general and routine medical, personnel, and administrative inquiries; escorts patients as necessary, and orders and maintains supplies.  Distributes mail, attaches background information needed to make reply, and calls supervisor’s attention to matters requiring prompt action.  

STANDARDS:
A.  With rare exception, promptly and courteously receives, greets, and responds to inquiries from patients/visitors and telephone callers.
B.  Typically provides office support functions in accordance with rules, regulations and policies to ensure consistency and regulatory compliance. 

KSA:  3, 6
__________________________________________________________________________________________________
RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA):  
1.  Knowledge of common and well established medical record procedures and regulations to include administration, filing, researching, handling, securing and completing sufficient to provide properly filed and completed patient records.  

2.  Knowledge of basic medical terminology; the structure and physiology of major anatomical systems and the major diseases of each to code and maintain medical records.

3.  Knowledge of general office administrative and clerical procedures to perform receptionist duties, answer telephone, distribute mail, maintain office files/forms, and order supplies; and correct grammar, spelling, punctuation, capitalization, and format to accurately prepare and edit written documents and reports.  

4.  Knowledge of basic office automation software to perform functions such as standardized word processing and receipt or transmission of electronic mail.

5.  Skill in typing; a qualified typist is required.

6.  Ability to communicate effectively, both orally and in writing.

__________________________________________________________________________________________________

CLASSIFICATION CRITERIA:
Factor 1, Knowledge Required By The Position



Level 1-3
350 Points

-- Knowledge of standardized medical records procedures, methods, and requirements covering the establishment, coding, maintenance and disposition of patient records sufficient to code diagnostic and operative/procedural information. 

-- Knowledge of basic human anatomy, general physiology, and medical terminology to perform the full range of routine medical records clerical assignments.

-- Knowledge of laws and regulations related to confidentiality of medical records, and the policies and procedures covering informed consent for release of information from the record.

-- Knowledge of internal medical facility units sufficient to search for and retrieve medical records and to make them available for referrals and reviews.

-- Knowledge of basic office automation functions of a limited range, such as storing and retrieving documents or files; printing documents; inserting and deleting text items; producing letters and memorandums; entering data into a predefined spreadsheet; and transmitting and receiving electronic mail.

-- Knowledge of grammar, spelling, capitalization, punctuation, and terminology commonly used in office settings and knowledge of standard processing procedures, formats, distribution, and retention policies.

-- Skill in typing; a qualified typist is required.

-- Ability to review medical records for compliance with applicable medical facility and accreditation standards.

Factor 2, Supervisory Controls





Level 2-2
125 Points

The supervisor provides general instructions regarding the purpose of assignment, applicable policies, procedures, and methods to follow; quality and quantity of work expected; priority of assignments; and deadlines.  The technician uses initiative and works independently within the framework established by the supervisor for carrying out recurring assignments.  Refers situations not covered by instructions or precedents to the supervisor for decision or help.  The supervisor reviews work to verify accuracy and conformance to required procedures and any special instructions, and may spot check routine work products for accuracy.  The supervisor reviews unusual assignments in more detail to determine that the instructions were carried out correctly.

Factor 3, Guidelines






Level 3-2
 125 Points

A number of well-established procedures and specific guidelines in the form of agency policies and procedures, Federal Codes and manuals, specific related regulations, JCAHO standards, precedent actions, and processing manuals are readily available for doing the work and are clearly applicable to most transactions.  The number and similarity of guidelines and work situations require the employee to use judgment to identify and select the most appropriate procedures to use when making minor deviations or adapting guidelines to specific cases.  The technician refers situations in which the existing guidelines cannot be applied or significant deviations must be made to the supervisor.

Factor 4, Complexity






Level 4-2
 75 Points

Assignments are to solve routine problems of limited complexity.  The work consists of duties involving related steps, processes or methods such as compiling, recording and reviewing medical record data.  The technician decides what needs to be done by choosing from a few recognizable alternatives such as determining the relevance of the information within the record and its medical and legal sufficiency.  The technician corrects technical errors using prescribed methods and performs other checks to ensure the record complies with established standards.

Factor 5, Scope and Effect





Level 5-2
 75 Points

The work involves performance of assignments according to specific procedures and requirements such as reviewing medical records information to ensure compliance with procedural requirements, codes, diseases and operations, and compiling other medical information.  The work affects the accuracy, timeliness, reliability, and acceptability of information in the medical record.   

Factor 6, Personal Contacts





Level/Points  (see Factor 7)

Contacts are with employees within the medical facility, both within the immediate work area and with related work units.  Some contacts are with members of the public such as patients and their families and members of various health organizations and insurance companies.

Factor 7, Purpose of Contacts





Level 6/7-2A
 45 Points

Contacts are for the purpose of obtaining and verifying information, and to provide information and reports.  In most cases the purpose of the contact is clear.

Factor 8, Physical Demands





Level 8-1                5 Points

The work is primarily sedentary.  The technician sits comfortably to do the work.  However, there may be some walking, standing, or carrying of light items such as manuals and files.  The work does not require special physical demands.

Factor 9, Work Environment





Level 9-1

   5 Points

Work is performed in an office environment with adequate lighting, heating and ventilation.  Observes normal safety precautions. 

__________________________________________________________________________________________________

Other significant facts pertaining to this position are:
_______________________________________________________________________________________________
CLASSIFICATION SUMMARY:
CLASSIFICATION STANDARD(S) USED:  OPM Job Family Position Classification Standard for Assistance and Technical Work in the Medical, Hospital Dental, and Public Health Group, GS-0600, May 2001.  OPM Position Classification Standard for Office Automation Clerical and Assistance Series, GS-0326, TS-100, Nov 1990.  OPM Position Classification Standard for Office Automation Grade Evaluation Guide, TS-100, Nov 1990. 

FACTOR LEVELS AND POINTS:  1-3/350, 2-2/125, 3-2/125, 4-2/75, 5-2/75, 6/7/2-A/45, 8-1/5, 9-1/5

GS-04 Point Range:  655-850

Total Points:  805

Grade:  GS-04

CLASSIFICATION REMARKS:    

The office automation duties were evaluated against the Office Automation Grade Evaluation Guide as follows:

Factor Levels and Points:  1-2/200, 2-2/125, 3-1/25, 4-2/75, 5-1/25, 6-1&7-A/30, 8-1/5, 9-1/5

GS-03 Point Range:  455-650

Total Points:  490

Grade:  GS-03

Final Classification:  Medical Records Technician (Office Automation), GS-0675-04

NOTE(S) TO USERS:  

__________________________________________________________________________________________________
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