STANDARD CORE PERSONNEL DOCUMENT                                                                             Number:  9G564

AIR FORCE STANDARD CORE PERSONNEL DOCUMENT (SCPD)

ORGANIZATION:

SCPD NUMBER:
9G564

SUPV LEVEL CODE:
8
COMP LEVEL CODE:
Q92A

TARGET GRADE:
03
FLSA:
Non-Exempt

JOB SHARE:

CAREER PROG ID:


SENSITIVITY:

BUS:


EMERGENCY ESS:

DRUG TEST:


KEY POSITION:

POSITION HIST:


__________________________________________________________________________________________________
CLASSIFICATION:  Medical Support Assistant, GS-0679-03

DUTY TITLE:  

__________________________________________________________________________________________________
ORG & FUNC CODE:

MDY

1ST SKILL CODE:
100%
BJT
Medical Clerk

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:

[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 perform routine receptionist, record keeping, and miscellaneous administrative support work associated with the care and services provided in an outpatient clinic or other similar medical department.

The organizational location of this position is:  

__________________________________________________________________________________________________
ORGANIZATIONAL GOALS OR OBJECTIVES:
The organizational goals or objectives of this position are:
__________________________________________________________________________________________________

DUTY 1:








%
Critical



Schedules medical appointments and determines patient eligibility for services.  Obtains pertinent information from patients requesting medical treatment.  Reviews documentation to obtain additional information, follows established guidelines, and determines eligibility for treatment.  Immediately refers information on patients needing emergency care to appropriate technician, nurse and/or physician.  Refers individuals not requiring medical services in said facility to other units or different medical facilities, as appropriate.  Briefs patients on local procedures.  Schedules, changes, and cancels appointments using the automated system.  Maintains daily appointment schedule and other related documents/reports as required by the supervisor using the automated system and appropriate software.

A.  With few exceptions, accurately determines patient eligibility and schedules required appointments.

B.  Normally prepares accurate documents and reports in a timely manner and in accordance with established procedures.

C.  Typically maintains accurate and up-to-date patient schedules and logs.

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

__________________________________________________________________________________________________
DUTY 2:








%
Critical



Receives and directs telephone calls, messages, and patients/visitors.  Receives and answers or relays incoming and outgoing telephone, intercom, and electronic messages.  Answers routine questions such as those dealing with the availability of medical appointments, procedures for obtaining an appointment, and requests for appointments and appointment changes for the medical facility.  Relays general physician instructions.  Adheres to the established procedures and guides concerning the release of medical information.  As appropriate, makes referrals to other responsible medical personnel, departments, or medical facilities.  Responds to requests for non-technical information on such subjects as status of reports/laboratory work, suspense dates, hours of operation, and locations of other medical departments/facilities.
STANDARDS:
A.  Routinely receives patients, visitors, and telephone callers in a prompt and courteous manner.

B.  Typically records messages accurately and ensures they are delivered to the appropriate persons in a timely manner.

C.  Generally responds to routine requests for information accurately and in a timely manner.

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

__________________________________________________________________________________________________
DUTY 3:








%
Critical

Performs other administrative and clerical duties in support of the medical facility.  Initiates, locates, annotates, updates, and files patient medical records to include inserting additional forms and charts, filing results of tests, treatments, procedures, and laboratory work, and recording other documentation as directed by the medical staff.  Obtains all medical records prior to appointments.  Reviews all paperwork to ensure proper completion.  Inputs, receives, records, retains, retrieves, and edits medical records data.  Creates appointment schedules and completes a variety of standardized forms and documents.  Performs other administrative support functions such as maintaining a variety of information files, maintaining time and attendance records, screening, sorting, and distributing the mail, to include incoming medical documents, and ordering needed supplies and forms.  

STANDARDS:
A.  With few exceptions, obtains, updates, and files medical records promptly and properly in accordance with established procedures.  
B.  Typically enters and retrieves information to and from the database in an accurate and timely manner. 

C.  Routinely performs administrative support duties in an effective and appropriate manner.

KSA:  1, 2, 3, 4, 5

__________________________________________________________________________________________________
RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA):  
1.  Knowledge of general office administrative and clerical procedures to perform receptionist duties, answer telephone, distribute mail, maintain office files/forms, and order supplies.

2.  Knowledge of correct grammar, spelling, punctuation, and formats to prepare and complete forms and reports.  

3.  Ability to learn the facility’s functions and procedures sufficient to receive patients/visitors and telephone calls, determine patient eligibility, make referrals to other units, and obtain needed medical records.

4.  Ability to learn the medical filing and appointment systems in order to maintain patient appointment schedules.

5.  Ability to read and interpret specific procedural guidelines pertaining to administrative support, including locally developed instructions, which are directly applicable to the work.
6.  Ability to communicate orally using tact and diplomacy.

__________________________________________________________________________________________________

CLASSIFICATION CRITERIA:
Factor 1, Knowledge Required By The Position



Level 1-2
200 Points

--Knowledge of the established rules, regulations and operating procedures of the medical facility, its personnel and functions sufficient to receive and refer calls, answer questions, schedule medical appointments, determine eligibility for service, and relay information to patients.

--Knowledge of filing procedures adequate to record and maintain medical records in the required order and sequence.  

--Knowledge of available health-care services and the functions of the various departments sufficient to route mail and refer patients to appropriate facility.

--Knowledge of correct grammar, spelling, punctuation, and formats to prepare and complete forms and reports.  

--Ability to operate a personal computer, data processing equipment and/or office support software for word processing, data entry and data retrieval sufficient to maintain daily appointment schedules and to prepare routine documents.

--Ability to communicate orally.

Factor 2, Supervisory Controls





Level 2-2
125 Points

The supervisor makes assignments by giving general instructions regarding the purpose of the assignment, limitations, expected deadlines, priorities, quality and quantity expected, and provides additional detailed instructions for new or difficult assignments.  The employee uses initiative and usually works independently within the framework established by the supervisor for carrying out recurring assignments, and refers specific problems not covered by the supervisor’s instructions or standard operating procedures to a designated employee or the supervisor for assistance and/or a decision.  Typically, 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.  Supervisor more closely reviews new, difficult, or sensitive assignments and situations with the potential for adverse impact.

Factor 3, Guidelines






Level 3-1
25 Points

The employee uses specific, detailed, oral and written procedural and regulatory guidelines such as medical facility manuals, Air Force regulations/instructions, policies, and precedents, coding manuals, standard guidelines that cover all aspects of the work, and oral directives/instructions from medical personnel.  These guidelines typically provide specific guidance concerning patient eligibility, release of patient information, and procedures for requesting and filing patient medical records.  The employee works in strict adherence to the guidelines and does not deviate from outlined procedures unless it is authorized by the supervisor or another designated employee. 

Factor 4, Complexity






Level 4-2
75 Points

Work consists of several related processes such as compiling, recording, reviewing, selecting, and interpreting medical data and information incidental to a variety of patient care and treatment activities and maintaining daily schedules of patient appointments.  The employee decides what needs to be done by choosing from various options that require recognition of and differences among a few easily recognizable alternatives.  The employee responds to changing priorities that frequently depend upon the urgency of the situation and the differences in medical information about each patient.

Factor 5, Scope and Effect





Level 5-1
25 Points

Work involves providing administrative support to the unit by performing a variety of straightforward, recurring receptionist, record keeping, and miscellaneous functions.  Work affects the attitude of the patients and the efficiency with which the unit provides service.

Factor 6, Personal Contacts





Level/Points (see Factor 7)

Personal contacts are generally with other medical facility employees, both within and outside the immediate work unit, patients, family members, and visitors.  Some contacts with the general public may include contacts with representatives from insurance companies, private physicians, other care providers, and individuals from other agencies or organizations seeking information.

Factor 7, Purpose of Contacts





Level 6/7-2A
45 Points

The purpose of the contacts is to acquire, clarify, give facts, or exchange general and medical information directly related to patient scheduling and medical records.

Factor 8, Physical Demands





Level 8-1
5 Points

The work is mainly sedentary, but may require walking, bending, standing, and/or carrying of light items such as files, manuals, and medical records.  The work does not require any special physical effort or ability.

Factor 9, Work Environment





Level 9-1

5 Points

The work area is usually in an adequately lighted, heated, and ventilated office or medical facility setting.  The work environment involves everyday risks or discomforts that require 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:  1-2/200, 2-2/125, 3-1/25, 4-2/75, 5-1/25, 6&7-2A/45, 8-1/5, 9-1/5

GS-03 Point Range:  455-650  

Total Points:  505

Grade:  GS-03

CLASSIFICATION REMARKS:  

NOTE(S) TO USERS:  

__________________________________________________________________________________________________
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