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__________________________________________________________________________________________________
CLASSIFICATION:   Medical Records Technician, GS-0675-06

DUTY TITLE:    

__________________________________________________________________________________________________
ORG & FUNC CODE:  

MDY

1ST SKILL CODE:
100%
BJS
Medical Records Technician

2ND SKILL CODE:


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:
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Reviewer
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*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 in a medical facility having a wide variety of medical specialties where records reflect many diagnoses and treatments.  In that capacity, provides quality review and analysis of a wide range of patient medical records, ensuring accuracy of coding and maintaining records in accordance with accepted medical and legal standards.

 The organizational location of this position is:  

__________________________________________________________________________________________________
ORGANIZATIONAL GOALS OR OBJECTIVES:   

__________________________________________________________________________________________________

DUTY 1:






        
 

%
Critical  

Analyzes, corrects, codes, and files patient medical records.  Applies appropriate codes for a wide variety of diagnoses, consulting with physicians and other health care providers when necessary to ensure the record is correct and complete.  When multiple diagnosis codes are noted, determines and sequences them as primary and secondary codes in consultation with the primary care provider in order to assure optimum allocation under the Diagnostic Related Groups System.   Selects and codes diseases, injuries, surgical and non-surgical procedures, in accordance with standard coding procedures and terminology.   Coding may be complicated by numerous diagnoses and treatments.   Reviews clinical records from transferring medical treatment facilities and extracts, compiles, and/or transfers pertinent information as required by facility policy.   Reviews and performs thorough qualitative and quantitative analysis of individual patient records to ensure all forms and documents are present and complete, to include discharge notes, signatures, principle procedure, co-morbidities, test results, and other technical and administrative elements.  Identifies deficiencies and discrepancies including omissions, misspellings and incorrect use of medical terminology.  Takes actions to correct the record.  Enters appropriate information into special registries and/or other databases which establish computer files for follow-up care of patients, special studies, and statistical reports.  Reviews requests for release of medical information and makes determinations based upon application of the Privacy Act and other directives covering confidentiality.  Files completed records in permanent file storage and retrieves as required.  

STANDARDS:
A.   With few exceptions, thoroughly codes, reviews, analyzes and files a variety of medical records and their components, ensuring completeness, accuracy, and compliance with applicable directives.  

B.   Routinely provides accurate and timely identification and follows-up on problem areas until the record complies with established requirements.

C.   Almost always enters appropriate information into special registries and other patient records databases.   

KSA:  1, 2, 4, 5

__________________________________________________________________________________________________
DUTY 2:







 

%
Critical  

Performs qualitative analysis of patient medical records.   As part of the medical facility’s quality assurance team, selects and audits individual medical records completed by providers and analyzes for accuracy and completeness based on established standards of medical documentation, JCAHO standards, and legal sufficiency.  Thoroughly analyzes diagnostic coding, corrects any errors or inconsistencies, and documents findings.  Analyzes the medical record for timely recording of entries, legibility, proper abbreviations and any other required information.  Determines necessity for further physician or health care provider review and follows-up until questions are resolved.  Documents major problems and trends and brings them to the attention of appropriate staff members along with suggestions for improvement.  
STANDARDS: 

A.   With few exceptions, effectively analyzes medical records to ensure documentation and other aspects of the chart are within established legal and medical requirements  

B.   Routinely follows-up on problem areas effectively to ensure corrections bring the record into compliance with directives and expected standards.

C.   Typically uses sound judgment in making effective decisions regarding the medical and legal sufficiency of records.  

KSA:   1, 2, 6

__________________________________________________________________________________________________
DUTY 3:









   %
  Critical



Abstracts and organizes research data.  Works closely with health care providers and/or researchers by abstracting data from pertinent records, gathering and providing requested information to requestors to assist in special studies or projects.  Following existing guidelines, ensures the requestor is authorized to have access to the information prior to initiating the search.  Extracts selected information from computerized database and reports findings to requestors. Gathers information from databases and patient records and prepares reports required by various staff offices to support administrative entities such as the local medical records review function.  Abstracts, retrieves, and analyzes medical records and computer data for staff conferences, audits, quality assurance and patient care evaluation studies.  Assists the medical staff in selecting and screening records most appropriate for the study or review being conducted.  Determines eligibility for release of information from medical records, and follows established procedures to ensure confidentiality of information.

STANDARDS:
A.  With few exceptions, effectively determines propriety of the requested assistance, ensuring the requestor is entitled to receive it.

B.   Almost always properly selects records and code(s) which apply to a research project or study and prepares supportive written reports.

C.   Typically follows established procedures covering the release and confidentiality of medical records.
KSA:   1, 2, 3, 5

__________________________________________________________________________________________________
Duty 4:  









% 
Critical

Provides training and orientation for assigned personnel and volunteers.  Conducts initial and remedial individual instruction for assigned employees regarding proper records review, coding, and maintenance.  Determines need for remedial training by screening records to determine deficiencies in the initial coding or documentation.  Instructs professional and technical staff in documentation requirements and proper procedures for completing and maintaining records.  Provides orientation for Red Cross and other volunteers or students assigned to the activity.  

STANDARDS:  
A.  With few exceptions, provides effective training of employees and orientation of volunteers and/or students.

B.  Almost always conducts effective in-service sessions which provide clear understanding of processes and procedures.

C.  Typically applies sound judgment in determining effectiveness of training and individual needs for remedial instruction.

KSA:  1, 2, 5

RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA):  

1.  Knowledge of an extensive body of well-established rules, procedures, regulations, principles and operations covering patient medical records, their required contents, establishment and maintenance of special registries, documentation of incidents, and diagnostic coding requirements and procedures.  

2.  Knowledge of medical terminology, pharmacology, surgical and medical procedures, human anatomy and the major disease processes of each to code and maintain medical records and support other staff requirements.

3.  Skill in gathering required data and preparing related reports.

4.  Ability to use a keyboard; a qualified typist is not required.

5.  Ability to analyze medical records, apply appropriate codes, collect and organize pertinent data for special purpose studies, determine medical and legal sufficiency of the record, and determine eligibility for release of information.

_______________________________________________________________________________________________

CLASSIFICATION CRITERIA:
Factor 1, Knowledge Required By The Position



Level 1-4      
   550 Points

-- Knowledge of an extensive body of rules, JCAHO requirements, procedures and operations covering a variety of well established processes, policies, and directives covering the establishment, coding, quality assurance, maintenance of special registries, release, and disposition of patient records.  

-- Knowledge of elementary practical medical terminology, human anatomy, surgical and medical procedures, and major disease processes.  

-- Knowledge of computerized data entry and retrieval systems involving special registries and patient record databases.

-- Knowledge and understanding of diagnostic related codes and to determine the appropriate designations for a broad range of illnesses and treatments.

-- Ability to analyze medical records, establish and maintain special registries, perform quality assurance, compile statistical data, and release medical information.

Factor 2, Supervisory Controls





Level 2-3
275 Points

The supervisor makes assignments by defining overall goals and objectives of the work and is available to assist the employee with unusual situations which are not covered by precedents.  Continuing assignments are usually performed with considerable independence.  The employee plans and carries out the successive steps and handles problems and deviations in the work assignments in accordance with instructions, policies, previous training, or accepted practices in the occupation.   In more complex or unprecedented activities, the work may be subject to close technical guidance and control.  Completed work is usually evaluated for technical soundness, appropriateness, and conformity to policy and requirements.  The methods used in arriving at the end results are not usually reviewed in detail.

Factor 3, Guidelines






Level 3-2                125 Points

A number of 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, choose from among several established alternatives, or decide which precedent action to follow as a model.  There may be some omissions in guidelines, and the technician is expected to use some judgment and initiative to handle aspects of the work not completely covered.  In locating, selecting, and applying the most appropriate instructions, references, or procedures, the technician may make minor deviations in guidelines to adapt 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

Duties involve related steps, processes, or methods using established procedures to analyze, review, and correct discrepancies in patient medical records.  The employee determines what needs to be done by choosing from a few recognizable alternatives, such as determining the relevance of material filed within the record, its medical and legal sufficiency, and its validity.  In the quality review process, the employee identifies discrepancies and takes necessary action to bring the record into compliance with requirements.  The work also includes such tasks as determining which code, from a number of choices, most accurately describes the diagnosis and process performed and analyzing records to identify and correct coding discrepancies. This task often involves complexities when multiple diagnoses are involved and choices must be made to determine the primary diagnostic code to apply. 

Factor 5, Scope and Effect





Level 5-3               150 Points

The work involves reviewing and determining subsequent action to correct medical records that contain discrepancies and deficiencies; overseeing the accurate and complete retrieval of records and medical data to meet internal and external auditors’ requirements; and evaluating diagnoses and procedures identified by the professional staff to ensure compliance with the Diagnostic Related Group management program objectives.  The work affects the quality and adequacy of the unit’s patient care, and ultimately, the facility’s accreditation.

Factor 6/7, 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.  

Factor 7, Purpose of Contacts





Level 6/7-2B
  75 Points 

Contacts are to coordinate the work effort and to solve technical problems related to the maintenance of medical records and the carrying out of research studies.  

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 objects 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. 

FACTOR LEVELS AND POINTS:  1-4/550, 2-3/275, 3-2/125, 4-2/75, 5-3/150, 6/7-2B/75, 8-1/5, 9-1/5

GS-06 Point Range:  1105 - 1350  

Total Points:  1260

Grade:  GS-06

CLASSIFICATION REMARKS:   
NOTE(S) TO USERS:  

__________________________________________________________________________________________________
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