9051
MEDI CAL RECORDS SUPERVI SOR

Nat ure of Work

Under general supervision, perforns supervisory work in the
care and mai ntenance of all nedical records in a hospital or
health care facility. Wrk includes the devel opnent and
mai nt enance of a classification systemof nedical records
including quality control, collection of statistical data, and
guantitative analysis of unit nedical record activities.
Supervises all technical records functions for the unit to insure
conpliance with federal, state and professional requirenents.
Wrk is performed under the general supervision of the dinica
Director or Hospital Administrator. 1In the the Departnent of
Heal t h and Human Resources, Bureau for Medical Services, perforns
adm ni strative oversight of and conpl ex techni cal assistance for
all coding-related duties. Assures conpliance with federal,
State, and | ocal regul ations governing the coding-related duties
of the Bureau for Medical Services. Uses independent judgenent
to determ ne appropriate action taken to achieve desired results.
Has responsibility for providing consultation on highly conpl ex
i ndi vi dual problemsituations. Perforns related work as
required.

Exanpl es of Work

Supervises the daily record codi ng, posting and updati ng
procedures and reviews nedical records for conpl eteness and
accuracy and for conpliance with federal, state and
pr of essi onal standards.

I nsures the strict confidentiality of all patient's nedical
records; screens the release of information to al
per sonnel .

Prepares various associ ated reports including nonthly death
reports, nonthly statistical patient data reports and a
conprehensi ve annual statistical report on adm ssions and
rel eases.

Supervises file clerks in the routine naintenance and
di sposition of medical records which includes preparation
of records for mcrofilmng and storage of original
records.

Trai ns new enpl oyees and may conduct continuous in-service
training classes in nedical term nology, coding procedures
for nedical records unit personnel.

Know edge, Skills and Abilities
Know edge of the principles and practices of nedical records
managenent .
Know edge of the standards of the Anerican Medi cal Records
Associ ati on.
Know edge of the coding systemrel ated psychiatric and nedi cal
di agnosi s.



9051
MEDI CAL RECORDS SUPERVI SOR  ( CONT’ D)

Know edge, Skills and Abilities (cont'd)

Know edge of nedical, psychiatric, and anatom cal term nol ogy.

Know edge of the state and federal |aws regulating the use and
di scl osure of medical records information.

Know edge of office practices, procedures, and equi pnent.

Know edge of hospital policies and procedures.

Ability to supervise a nedical records unit and to establish
and maintain effective working relationships with al
| evel s of staff.

Ability to organize and prepare reports and summaries for oral
and witten presentation.

Ability to analyze and eval uate nedi cal records to apply
establ i shed standards, regulations and laws to specific
pr obl ens.

M ni mum Qual i fications

TRAINING Accreditation as a Medical Record Technician (ART)
by the Anmerican Medical Record Association.

SUBSTI TUTION  Three years of experience involving filing,
codi ng, and/or indexing medical records in a hospital or
health related setting; one year of which nust have been in
a supervisory capacity may substitute for the required
trai ni ng.

EXPERI ENCE Two years of experience in a nedical records unit
working directly with patient's medical records.

Speci al Requirenent for the Departnent of Health and Human
Resources Bureau for Medical Services:

TRAI NI NG Currently certified by the American Health
| nf or mati on Managenent Association (AHIMA) as a Certified
Codi ng Specialist (CCS)or as a Current Procedural Coder for
Physi ci ans (CPC-P).

EXPERI ENCE Four years of full-time or equivalent part-tine
pai d coding experience in a health care facility and/or

physi cian’s office.
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