POSITION:	Medical Records Technician (OA), GS-0675-04  (0675-04)





0  1  2  3  4	1.	Knowledge of medical records.


0  1  2  3  4	2.	Knowledge of medical terminology.


0  1  2  3  4	3.	Familiar with filing procedures.


0  1  2  3  4	4.	Receive medical records requests.


0  1  2  3  4	5.	Screens requests to verify patient authorization is present and logs 


		request in register.


0  1  2  3  4	6.	Identify data source and request or personally retrieves record from 


		repository.


0  1  2  3  4	7.	Review record and determine which portion the patient has 


		authorized to be released and will satisfy requester.


0  1  2  3  4	8.	Prepare appropriate documentation.


0  1  2  3  4	9.	Review and ensure completeness of information, retrieve record 


		from file, prepare transmittal documentation, and ensures mailing 


		of the record.


0  1  2  3  4	10.	Receive requests from individuals for obtaining medical records at 


		other medical facilities and prepares request with complete 


		identifying information.


0  1  2  3  4	11.	Upon receipt of records, forwards to Records Section, notifying 


		physician of arrival, if appropriate.


0  1  2  3  4	12.	Maintain file of records sent and received.


0  1  2  3  4	13.	File documents in medical records.


0  1  2  3  4	14.	Type a variety of correspondence.


0  1  2  3  4	15.	Perform various clerical duties to include filing, copying records, 


		maintaining logs, and greeting visitors.




















