MARQUETTE GENERAL HEALTH SYSTEM

JOB DESCRIPTION

POSITION: Health Information Clerk DEPARTMENT: Health Information
Management (8960) 7510

SUPERVISED BY: Manager, Med Rec Proc SUPERVISES: None

EFFECTIVE DATE: January, 1994 Jec: 603

REVIEW DATE: 12/95; 12/96; 12/97; 3/98 REVISED DATE: 12/95; 12/97; 3/98;
2/00; 4/02; 4/08 yi 4/02; 4/08

PREPARED BY: Lawrence Wallag i TITLE: Director, Health Info Mgmt.

RECOMMENDED BY: Jerry Worden /;%Q6h> TITLE: Sr. Vice President/CFO

L g

APPROVED BY: David S. Smith TITLE: Senior Director/Hum. Res.

POSITION SUMMARY :

Maintains an efficient and secure patient health information system through
duties related to the collection, assembly, analysis, completion, filing,
storage, retrieval, and delivery of patient medical records. Ensures the
appropriate access to and release of confidential patient information through
adherence to hospital policy and regulatory requirements.

Does POSITION ACCOUNTABILITIES/COMPETENCIES**:
Meets :‘:E,t*
O O : 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)

20 Utilizes excellent customer service skills at all times. (1,5)

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)

O O 4, Establishes and maintains inpatient and outpatient record
systems on an ongoing basis, including sorting, assembly,
filing, storage, retrieval, delivery, logging, and tracking
of records. Audits files on a regular basis to ensure
accurate filing. (1,3,5)

O O 5 Purges records on a periodic basis following clearly defined
procedures for record retention and storage. (3,5)






