MARQUETTE GENERAL HEALTH S YSTEMS

JOB DESCRIPTION

POSITION: Clinic File Clerk DEPARTMENT: Clinic Admin. (8060)

SUPERVISED BY: Clinic/Practice Manager SUPERVISES: None

EFFECTIVE DATE: March, 1995 ey 850

REVIEW DATE: 5/95; 12/95; 1/97; 3/99; 2/99 REVISED DATE: 5/10/95; 12/95;
11/02; 1/03; 4/04 3/98; 2/99; 11/02; 1/03; 4/04

PREPARED BY: Clinic Operations Committee TITLE:

RECOMMENDED BY: Dennis Boe 591}/ “0@ TITLE: Assistant Administrator

APPROVED BY: Al Hendraé;? TITLE: Asst. Admin./Hum. Res.

POSITION SUMMARY:

Performs clerical tasks of a routine, but varied nature, in conjunction with
duties of the medical records area of the clinic.

pces POSITION ACCOUNTABILITIES/COMPETENCIES**:

Meets Not
Meet*

| | 1. Maintains established hospital and departmental policies and
procedures, objectives, performance improvement program, safety,
environment of care, management of information, and infection
control standards. (1,5)

2. Utilizes excellent customer service skills at all times. (1,5)
3 () 3. Complies with federal and state law and accrediting and licensing
agencies at all times, to include but not limited to, JCAHO and
federal compliance regulations. (1,5)

4. Files alphabetically and numerically. (1,3,5)

o 0O 5. Answers telephone calls regarding medical records and is
responsible for copying and sending out records as requested. (1,3)

O 0O 6. Sorts and delivers mail. (1,3,5)

o O 7. Inputs data to various records and forms, makes and maintains
charts. Sends copies of reports to referral sources or others as

appropriate. (1,3,5)

O O 8. Collects, copies and provides documentation to the business office
as requested. (1,3,5)
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