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Nat ure of Work

Under general supervision, perforns conplex clerical work at
a full-performance | evel coding and editing the causes of death
on death certificates and processing birth, marriage and death
information prior to its being entered into the conmputer and
mcrofilmed. Wrk is perfornmed in accordance with International
Statistical Cassification of Diseases, Injuries and Causes of
Deat h and ot her national and international rules and governing
codi ng procedures. Performnms related work as required.

Di stingui shing Characteristics

This position is distinguished from other positions which
code health information by the strict adherence to national and
i nternational coding protocol. Because the Center for D sease
Control and other governmental agencies use the information for
statistics, the incunbent nust be able to distinguish the
under |l yi ng cause of death from any other contributing ailnents.

Exanpl es of Work

Follows the International Statistical O assification of

Di seases and related international and national rules in
coding and editing the causes of death on death
certificates fromWst Virginia counties.

Edits cause-of-death certifications for adequacy of
term nol ogy, for conpleteness and for consistency in the
relationship of the causes reported as a sequence;
requests additional information, if needed.

Hol ds death certificates that |ack conpletion of the cause of
death by the Certifying Physician, types the information on
the certificate, when received, as indicated by the doctor;
sends certified copies of the certificate to the famly or
funeral director if they have paid for copies.

Checks for errors on birth and death certificates; nunbers
certificates for filing and indexing; photocopies sel ected
death certificates for agencies collecting statistical data
for deaths caused by certain injuries, fire, auto
accidents, drug and al cohol, drowning and certain
i nfectious di seases; photocopies records of birth anomalies
for Maternal Child Health; photocopies nonresident birth
and death records to send to the respective state or
county.

Checks county marriage records for accuracy and conpl et eness,
assigns nunbers and prepares for mcrofil m ng.

Contacts doctors, nedical records personnel, county clerks,
and funeral directors to request additional information.
Attends national training courses to refresh skills and | earn

updat ed procedures and cl assification rules.
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Know edge, Skills and Abilities

Know edge of cause of death coding and practices, and
i nternational and national rules governing coding
pr ocedur es.

Know edge of nedical term nology and etiol ogy of disease.

Know edge of objectives and procedures in the statistical
programof the vital statistics section.

Ability to express ideas clearly and concisely, orally and in
writing.

Ability to define problens, collect data, establish facts and
draw val i d concl usi ons.

Ability to use technical materials associated with disease
cl assification.

Ability to performbasic arithnetic.

M ni mum Qual i fications

TRAINING G aduation froma standard hi gh school or the
equi val ent.

EXPERI ENCE Two years of full-time or equivalent part-tine
pai d experience in general clerical work involving
codi ng and i ndexi ng paperwork, and one year of full-tinme or
equi val ent part-tinme paid experience of on-the-job training
in the vital statistics section of the Departnent of Health
and Human Resources.

SPECI AL REQUI REMENT After a year of on-the job training, the
Division of Health will provide advanced training by the
Nati onal Center for D sease Control
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