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JOB DESCRIPTION

Job Classification:
Medical Records Specialist/Receptionist



Reports to:    
Regional Administrator
Supervises:
N/A






Last reviewed:
 2/6/2020
POSITION PURPOSE:

The Medical Records Specialist/Receptionist reviews, verifies and processes all medical release of information (ROI) requests. They are responsible for having a thorough knowledge of the legal and regulatory requirements regarding health record release to administer the complete, accurate, and compliant disclosure of health information in conjunction with established VVHC protocols, federal (HIPAA I and II, Hi-Tech) and state regulatory requirements. The Medical Records Specialist/Receptionist is to back up front office reception by greeting, scheduling, answering the phones, and taking patient payments.
They respond to all incoming medical record requests to determine the appropriateness of requests and response necessary. They review and process all requests for disclosure of PHI in compliance with requirements for use, disclosure, and confidentiality. They are responsible for the retrieval of records, reviewing, and preparing the incoming records for the assessment by the healthcare team.
The Medical Records Specialist/Clerk will have a thorough understanding of how to apply HIPAA Privacy Rule and compliance guidelines with Valley View Health Center (VVHC) requirements. 

MINIMUM QUALIFICATIONS:

Education: High school diploma or GED required. Associates degree or higher in Health Information Management or a related field, preferred.
Licensure/Certification: RIHA/RHIT certification, or CEHRS certification, or CAHIIM certification, preferred
Experience: Three to five years of relevant work experience and a thorough knowledge of medical terminology. Experience with electronic health record systems, NextGen patient management experience, preferred. Knowledge of HIPPA guidelines, and federal and state laws governing disclosure of information.  Previous Release of Information experience preferred.  Bilingual preferred.
Equipment/Skills: Sufficient knowledge of office procedures/equipment and proficiency in the use of computer applications with the ability to operate office software systems. Excellent written and oral communication skills.
Physical Demands: Ability to physically perform the functions of the job, including sitting, standing, walking, lifting, carrying, bending, and reaching with or without reasonable accommodation.

Status Classification: Hourly

PRIMARY JOB RESPONSIBILITIES:

1. Reviews, verifies and processes all medical records requests. Standards: 

a. Completes invoices according to guidelines for payment

b. Reviews ROI authorizations to ensure only approved information is released

c. Requests records from other facilities and follows up on requests for completion of records
d. Scans, indexes, organizes and maintains the electronic medical record

e. Tracks and submits records via electronic media, as appropriate 
2. Reviews all incoming correspondence, including processing mail to ensure items are filed into appropriate document type and sent to the correct provider PAQ or printed for provider signature. Standards:

a. Scans, files, and posts correspondence batches promptly- within 24 hours

b. Verifies quality and integrity of the medical record 
c. Prints physical therapy orders, home health orders, and any other documents that require a provider signature and places items in the provider mailbox

d. Assists, as needed, with chart abstraction

3. Maintains comprehensive knowledge of HIPAA Privacy guidelines and regulatory requirements. Standards:

a. Serves as a resource to others regarding compliance

b. Continuously strives to improve compliance and job knowledge further 

c. Works closely with the HR Director in developing training and updating all VVHC staff for compliance 

d. Assist, as needed, other departments or committees regarding compliance guidelines for workflow improvement, and electronic health records system upgrades

4. Schedules all appointments for requested Chart Reviews by external parties. Standards:
a. Collaborates with IT to set up appropriate temporary access to electronic medical records
b. Supervises visitor access to medical records

c. Tracks and monitors all chart review audits to ensure compliance with records accessed

5. Process incoming administrative mail daily following written workflow. Standards:

a. Responsible for scanning, sorting, and distributing office mail

b. Responsible for accurately working and processing patient returned mail following returned mail protocols

6. Maintains a cash log for monies taken. Standards: 
a. Documents transactions and balances cash box per department guidelines.

b. Correct entry of patient’s Family Size & Income (FSI).

c. Opening and closing batches.

d. Proper collection of payments and posting to patient accounts.

e. Proper documentation and distribution of patient receipts.

7. Maintains appointment schedule system for center staff and clients. Standards:

a. Schedules initial and follow-up appointments according to departmental procedures.

b. Ensures that an encounter is created for all new patients receiving care at the center following departmental procedures.



c. Calls patients 24 hours in advance to remind them of appointments.

d. Calls patients to let them know of any cancellations
8. Performs administrative office reception duties as necessary. Standards:

a. Answers phone courteously, providing scheduling assistance, referral, and message transcription for center practitioners.

b. Initially offers callers help before placing the caller on hold.        

c. Updates patient information at every patient encounter.          

d. Collects and enters all required UDS information.

e. Creates telephone call-template and tasks if necessary.
9. Performs other related duties as assigned.  Standards:

a. Follows guidelines established at the time of assignment.

b. Accepts assignments willingly.

c. Prioritizes workload to ensure timely completion of the assignment.

d. Asks appropriate clarifying questions relative to the scope of the assignment.

ACKNOWLEDGMENT:

I have read and understand the above Job Description, and agree with it. 

__________________________________________
_______________________

Employee Signature




Date

__________________________________________
________________________

Supervisor Signature




Date
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