MARQUETTE GENERAL HEALTH SYSTEM

JOB DESCRIPTION

POSITION: Manager, Health Information DEPARTMENT: Health Information
Management Management (8960) 7510

SUPERVISED BY: Dir, Health Info. Mgmt. SUPERVISES: Processing & Coding
Statt

EFFECTIVE DATE: July 2009 JEC: 1033

REVIEW DATE: Ve, o REVISED DATE:

/ NPR\L P

PREPARED BY: \%ﬁi:;gﬁbe Wallace TITLE: Director, Health Info Mgmt.

RECOMMENDED BY: 4 rry Worden TITLE: Sr. Vice President/CFO/CCO

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

POSITION SUMMARY :

Manages and coordinates the daily operation of HIM functions of the
processing and coding sections. Assumes responsibility for full department
operation as assigned in the absence of the Department Director.

pces POSITION ACCOUNTABILITIES/COMPETENCIES**:

Meets Not
Meet*

8 [ 1. Maintains established hospital and departmental policies and
procedures, objectives, performance improvement program, safety,
environment of care, management of information, and infection

control standards. (1,3,5)

El El 2. Selects, trains/orients, and assigns department staff (as
delegated by Director). Develops standards of performance,
evaluates performance, and initiates or makes recommendations for
personnel actions. (1,2,3,5)

0 1 3. Assists with the development of department goals and objectives,
establishment and implementation of peclicies and procedures for
department operations. (1,2,5)

[3 il 4. Assists with the development of department operating budget and
ensuring that department operates within budget. (2,5)

O 0O 5. Assists with the preparation and maintenance of department
reports. Prepares periodic reports for senior management, as
delegated by the director. (5)

O 0O 6. Assists with the development and implementation of the
performance improvement program for the Health Information
Management. (5)






