STANDARD CORE PERSONNEL DOCUMENT                                                                           Number: 9G643  

AIR FORCE STANDARD CORE PERSONNEL DOCUMENT (SCPD)

ORGANIZATION:

SCPD NUMBER:

9G643 

SUPV LEVEL CODE:
  8
COMP LEVEL CODE:
 
P90A
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__________________________________________________________________________________________________
CLASSIFICATION:   Medical Data Technician (Office Automation), GS-0640-05

DUTY TITLE:              


__________________________________________________________________________________________________
ORG & FUNC CODE:

 MDY
     Medical/Administrative Support

1ST SKILL CODE:
50%
 BKT
Health Technician/Aid

2ND SKILL CODE:
25%
 AKKRPTUES
Clk/Asst/Tech/Records/Medical

3RD SKILL CODE:
25%
 OAS
Office Automation Clerk/Assistant    

__________________________________________________________________________________________________

SCPD DEVELOPED AND CLASSIFIED BY:  HQ AFPC/DPCMC, 10/28/02

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 transcribe from voice recordings or written material, and edit highly specialized medical material from a wide variety of medical specialty areas to produce medical documentation of patient care; and to provide administrative support to the unit.

The organizational location of this position is:  

__________________________________________________________________________________________________
ORGANIZATIONAL GOALS OR OBJECTIVES:   
__________________________________________________________________________________________________

DUTY 1:







%
Critical



Transcribes highly specialized medical dictation covering a wide range of medical specialties to complete accurate and medically acceptable patient records.  Using a variety of transcription tools such as word processors, typewriters, voice writers, headphones, etc., transcribes voice recordings, narrative summaries, diagnoses and procedures, surgical reports, medical evaluation boards, consultations, tissue reports, radiology reports, autopsy reports, technical and administrative correspondence, and other reports necessary for the completion of patient records or relating to patient treatment.  Uses extensive knowledge of medical terminology, anatomy, pharmacology, and surgical procedures to correct errors.  Edits medical inconsistencies in dictation to correct errors when discrepancies can be substantiated by details contained in the patient’s medical record.  Analyzes dictation for accuracy and meaning to determine that dictated test results are consistent with associated patient symptoms or diagnoses; e.g., a diagnosis of hypertension or hypotension is supported by corresponding blood pressure readings.  Makes corrections and revisions to provide a logical, intelligible, and medically/legally acceptable document while taking care not to encroach on the prerogatives of the physician.  In instances where the discrepancy is such that even a skilled transcriptionist has questions, they are referred to the appropriate physician for clarification or resolution of discrepancy.

STANDARDS:
A.  Typically transcribes accurate voice recorded documents relating to patient care and treatment and ensures follow-up with provider when uncertainties on recording exist.

B.  With few exceptions, effectively uses dictation/transcription and other equipment to prepare accurate and useful documents.
C.  Almost always, correctly evaluates information, identifies, and corrects errors in dictated records.  

KSA:  1, 2, 3, 4, 5, 6

__________________________________________________________________________________________________
DUTY 2:







%
Critical



Prepares final typed medical documents for validation by the professional staff.  Ensures final products meet established medical, legal, accreditation, and organization requirements.  Selects the appropriate format depending upon the purpose and disposition of the information transcribed (e.g., medical history, physician’s notes, surgical reports, evaluation board reports, consultations, autopsy reports).   Rewrites slanted or poorly stated phrases to eliminate confusion, misleading terminology, misspoken statements, and sentence structure.  Ensures correct punctuation, capitalization, spelling and grammar, and proper arrangement of all typed material.  Ensures abbreviations are correctly interpreted, consistent with contents, and used in accordance with accepted or required medical documentation.  As necessary, secures, assembles, and attaches all appropriate supplemental materials for medical board proceedings, accreditation reviews, and other board reviews.  

STANDARDS:
A.  With few exceptions, ensures accurately transcribed documents meet established medical, legal, accreditation, and organization requirements.

B.  Almost always, effectively ensures correct punctuation, capitalization, spelling and grammar, and proper arrangement of all typed material.  

KSA:   2, 3, 4, 5, 6

__________________________________________________________________________________________________

DUTY
 3:








%
Critical



Performs other administrative and clerical duties in support of the unit.  Reviews incoming and outgoing correspondence for accuracy, completeness, and regulatory compliance. Provides recommendations for corrective action or solicits required information from appropriate source, as necessary.  Prepares, assembles, distributes and/or files correspondence, statistical documents, letters of inquiry, policy letters, one time and/or recurring reports (Certificate of Live Birth, Requests for Consultation, Cardiac Assessment Risk Evaluation program results, etc.) and obtains required signatures, as necessary.  Screens contacts and requests for information and obtains sufficient information to determine whether the visit or request requires the personal attention of the supervisor, may be personally handled by the incumbent, or referred to other professional personnel.  Determines proper routing of correspondence and gathers and attaches necessary background materials.   Identifies what needs to be brought to the attention of the supervisor, refers to appropriate staff, or reroutes to other organizations/offices.  Safeguards reports or records ensuring that unauthorized access to files, folders, reports, etc., does not occur.  Assesses unit’s need for and requisitions office supplies (medical and non-medical), printing support, and related materials. Provides input and maintains up-to-date Office Instructions (OIs) and procedural manuals.  Establishes, updates, maintains, purges, and disposes of office records and program files for a wide variety of material including correspondence, in accordance with established regulations and procedures.  Controls correspondence and follows up to ensure timely action. Establishes suspense dates as directed by the supervisor and brings to supervisor’s attention those that cannot be met by the requested dates.   Compiles, consolidates, and finalizes information for various reports, forms, and other documents in accordance with established reporting procedures and/or instructions.   

STANDARDS:

A.  With few exceptions, effectively reviews correspondence for accuracy and completeness.

B.  Almost always, accurately determines correct routing and suspense actions.

C.  Typically provides accurate and timely control of correspondence.  

KSA:  2, 3, 4, 5, 6
 __________________________________________________________________________________________________
DUTY 4:







%
Critical



Uses varied and advanced functions of word processing software to create, format, modify, edit, and print a variety of letters, reports, memos, and other textual documents.  Uses advanced functions to generate tables of contents, import graphs or databases, create glossaries, and align multiple columns.  Performs such functions as add, copy, correct, delete, or move text, automatically print document identification or other notations at the top or bottom of each page; automatically number pages; create form letters and automatically merge these with mailing lists; check documents for spelling errors; designate some characters as boldfaced, underlined, and/or italic; and search for and change specific text within a document.  Independently carries out familiar assignments in accordance with previous instructions, standard procedures for creating documents, or entering or retrieving data, and established use of software packages.  Recognizes differences in existing procedures and applications and makes choices from among established alternatives.  Steps and procedures differ in terms of the type of document or specific report to be produced or edited, the specific formatting required for a document, the existence of prerecorded formats, and other differences of a factual nature.  Receives and transmits electronic mail.

STANDARDS:

A.  Typically uses word processing software effectively to prepare accurate and useful documents.

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

KSA:  2, 3, 4, 6

_____________________________________________________________________________________

RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA):

1.  Knowledge of an extensive body of medical terminology, phraseology, abbreviations, formats, and symbols to type medical documentation and a thorough understanding of human anatomy and physiology to ensure accuracy and consistency of medical documentation.

2.  Knowledge of word processing automation software functions to support office operations and produce a variety of textual documents such as letters, reports, memos, and form letters.

3.  Knowledge of basic rules of grammar, spelling, capitalization, and punctuation.

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

5.  Ability to plan and organize work and meet deadlines.

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

____________________________________________________________________________________________

CLASSIFICATION CRITERIA:

Factor 1, Knowledge Required By The Position



Level 1-4 
550 Points 

-- Knowledge of an extensive body of highly specialized medical and scientific terminology of the unit such as anatomy, physiology, diseases, tests, pharmacology, surgical procedures, laboratory values, characteristic of a medical, surgical, psychiatric, neurological, cardiovascular, or another specialty unit of the medical facility.   

-- Knowledge of elementary practical anatomy, medical techniques, major disease processes, and medical procedures sufficient to identify and correct inconsistencies in dictated materials.

--Knowledge of the nature and structure of medical root words, suffixes, and prefixes to distinguish between similar sounding terms and to know which is intended in a particular context.  

-- Knowledge of accepted medical abbreviations and their meaning and interpretation of specialized medical documentation requirements and specialized references.  

-- Knowledge of the internal organization of patient records and the relationship of their parts in order to search 

records and extract medical information and data.

-- Knowledge of word processing automation software functions to support office operations and produce a variety of textual documents such as letters, reports, memos, and form letters.

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

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

-- Ability to research files to extract relevant information needed to prepare reports, respond to requests for information, and/or identify and correct discrepancies in transcribed materials.
-- Ability to communicate effectively, both orally and in writing.
Factor 2, Supervisory Controls





Level 2-2
125 Points

The supervisor gives assignments, instructs on new procedures, and provides general instructions regarding the purpose of assignment, applicable policies, procedures, and methods to follow.  Also prioritizes assignments and deadlines.  The technician uses initiative and works independently within the framework established by the supervisor.  The technician uses initiative in choosing the best method for carrying out the work and refers situations not covered by instructions or precedents to the supervisor for decision or help.  Rarely is the dictated material compared to the typed product to determine if the terminology is what was dictated.  The supervisor reviews unusual assignments to determine that instructions were carried out correctly.  The professional staff validates the work by signing the finished product.

Factor 3, Guidelines






Level 3-2
125 Points

A number of well-established procedures and specific guidelines such as agency policies and procedures, specific related regulations, medical dictionaries, and processing manuals are readily available for performing 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 to which significant deviations must be made, to the supervisor or physician responsible for the record.

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 transcribed material.  The employee determines what needs to be done by choosing from a few recognizable alternatives, such as the relevance of material filed within the record.  The employee identifies discrepancies and takes necessary corrective action by thoroughly analyzing dictation for accuracy and meaning to determine that dictated material is consistent with associated patient records or diagnosis; e.g., a diagnosis of hypertension is supported by corresponding blood pressure reading and as necessary, retrieves information from written references.  

Factor 5, Scope and Effect





Level 5-2
 75 Points

The work assignments typically involve the execution of specific rules, regulations, or procedures and comprise a complete segment of an assignment or project of broader scope.  The work product or service affects the accuracy, reliability, and acceptability of further processes or services.  Timely and accurate completion of the case record can directly affect patient care.   

Factor 6, Personal Contacts





Level/Points (see Factor 7)

Contacts are with employees within the medical facility, both within and outside the immediate work area.  Regular and recurring contacts include physicians, nurses, patients, technicians, and administrative personnel. 

Factor 7, Purpose of Contacts





Level 6/7-1A
 30 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.  The work environment involves everyday risks or discomforts that require normal safety precautions.

__________________________________________________________________________________________________

Other significant facts pertaining to this position are:
____________________________________________________________________________________________
CLASSIFICATION SUMMARY:
CLASSIFICATION STANDARDS 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; OPM Position Classification Flysheet (TS-88, Sep 88), WCPS-1 Aug 2001, Health Aid and Technician Series, GS-0640; OPM San Francisco Region, Classification Appeal Decision, dated 25 Feb 94.  

CLASSIFICATION REMARKS:  
Series and Title Determination:

The purpose of this position is to transcribe and edit voice recordings or written material containing highly specialized medical information from a wide variety of medical specialty areas.  The OPM Position Classification Flysheet covering the Health Aid and Technician, GS-0640 series, is designed as a "catchall" for positions involving nonprofessional health and medical work of such generalized, specialized, or miscellaneous nature that there is no other more appropriate series.  Consideration was given to classifying the position in the GS-0679 series; however, positions in the GS-0679 series have responsibilities that are primarily concerned with the provision of clerical and administrative support.  While this position provides medical clerical and administrative support and office automation skills for the unit, it clearly exceeds that requirement by the specialized knowledge needed to carry out the primary purpose of the position of transcribing and editing dictated medical documents.   In order to successfully accomplish this task, the incumbent must have a knowledge of an extensive body of medical terminology, phraseology, abbreviations, and symbols to transcribe, edit and type various documents, as well as a thorough understanding of human anatomy and physiology to ensure accuracy and consistency of medical documentation.  Given the miscellaneous nature of duties performed, it is determined that the position is appropriately classified in the GS-0640 series.  There are no prescribed titles for positions in the GS-0640 series.  Therefore, based on the above factors, Medical Data Technician (Office Automation), GS-0640, is determined to be the appropriate title and series for this position. 

Grade Level Determination:

The standard for Health Aid and Technician Series, GS-0640, does not include criteria for establishing grade levels.   Therefore, the position is classified by reference to the Job Family Position Classification Standard for Assistance and Technical Work in the Medical, Hospital, Dental, and Public Health Group, GS-0600 and the Office Automation Grade Evaluation Guide.  The standard for the Assistance and Technical Work in the GS-0600 series is similar in nature to the position being classified considering the kind of work performed, qualification requirements of the work, level of difficulty and responsibility, and the combination of classification factors which have the greatest influence on the grade level.  The following factor levels apply:
FACTOR LEVELS AND POINTS:  1-4/550, 2-2/125, 3-2/125, 4-2/75, 5-2/75, 6/7-1A/30, 8-1/5, 9-1/5
GS-05 Point Range:  855 - 1100

Total Points:  990

Grade:  GS-05

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

FACTOR LEVELS AND POINTS:  1-3/350, 2-2/125, 3-2/125, 4-2/75, 5-2/75, 6-1&7-A/30, 8-1/5, 9-1/5

GS-04 Point Range:  655 - 850

Total Points:  790

Grade:  GS-04

Factor level and points for Factor 6 differs from the medical records technician duties because personal contacts for office automation duties are limited to employees within the immediate work unit or related support units, such as points-of-contact and document originators.   

Final Classification:  Medical Data Technician (Office Automation), GS-0640-05

NOTES TO USERS:  

1.  Classifiers must review the OPM San Francisco Region Classification Appeal Decision, dated 25 Nov 94, Office Automation Clerk, GS-0326-04, to ensure the position under review fully meets the intent of the SCPD.  If the position under review does not meet the full intent of the SCPD then the SCPD should not be used.  (This note was added 22 Jan 03 to ensure classifiers review this appeal decision.)    

2.  Minor changes, including skill code shreds, may be made to fit local requirements using the existing SCPD number, as long as the changes do not impact the classification or recruitment factors of the position.

__________________________________________________________________________________________________
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