MGHS Positions & Required Michigan Works Testing — Updated 08/25/11
PLEASE NOTE: The required testing standards for a given position may differ between departments due to department specific responsibilities and will be
reviewed by the manager. Unless a score is specifically indicated as noted in this table all required testing will be review only. The job description may reflect a
required keyboarding/typing words per minute score; however, all keyboarding/typing scores will be review only. Always verify the required testing
requirements of an open position by clicking on the job description of the position from the Open Position Listing on www.mgh.org.

Filing Vocab Word Transcription Excel Transcription 10-Key Data Entry
MGHS Position Typing Standard Medical 2003 Medical Wonderlic 2000 Business Numeric
Accts Payable Clerk X
Administrative Assistant X X X X X X
Aide/Unit Clerk X
Audi Visual Assistant X X X
Audiology Assistant X
Benefit Assistant X X X X X X
Billing Representative X
Billing Specialist X
Cardiac Monitoring Tech | X X
Chief Executive X X X X X X
Assistant
Clerical Assistant X X X X X X
Clinic EMR Specialist X X X -90%
accuracy
Clinic Office Clerk X
Coder/Abstractor X —90% X -90%
accuracy accuracy
Contact Center X
Operator
Database & Prospect X
Research Manager
Department Support X X X X X X
Coordinator
‘ Dept Support Assistant ‘ X ‘ X ‘ X ‘




Filing Vocab Word Transcription Excel Transcription 10-Key Data Entry
MGHS Position Typing Standard Medical 2003 Medical Wonderlic 2000 Business Numeric

Electrocardiographer X X
Endoscopy Assistant X X
Executive Assistant X X X X X X
Health Info Clerk or X X X-90%
Medical Rec Clerk accuracy
Health Records X-80%
Specialist accuracy
HR Administrative X X X X X X
Coordinator
HR Assistant X X X X X X
Lead Contact Center X
Operator
Medical Records Analyst | X X-80% X-90%

accuracy accuracy
Medical Staff X X X X X X
Coordinator
Medical Transcription X X —90% X —90%
Coordinator accuracy accuracy
Medical Transcriptionist | X X - 80% X - 80%

accuracy accuracy
Mgr, Patient Access X
Patient Access X
Coordinator
Patient Acct Rep X
Program Assistant X X X X X X
Quality Management X X X X X X
Assistant
Registration Specialist X X X
Safety/Risk/Compliance X X X X
Assistant
Secretary X X X X X X




Filing Vocab Word Transcription Excel Transcription 10-Key Data Entry
MGHS Position Typing Standard Medical 2003 Medical Wonderlic 2000 Business Numeric
Senior Administrative X X X
Assistant
Senior Executive X X X X
Assistant
Senior Patient Access X
Coordinator
Senior Registration X X X

Specialist

Unit Clerk




