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





0  1  2  3  4	1.	Utilizes medical terminology.


0  1  2  3  4	2.	Utilizes ICD-9-CM nomenclature, Current Procedure Terminology                (CPT) and Evaluation Management codes.


0  1  2  3  4	3.	Screens telephones calls for routine hardware and software 


		equipment problems.


0  1  2  3  4	4.	Troubleshoots routine hardware and software problems.


0  1  2  3  4	5.	Accomplishes tasks utilizing the Ambulatory Data System.


0  1  2  3  4	6.	Demonstrates skill to communicate orally.


0  1  2  3  4	7.	Works well with others and promotes team harmony.


0  1  2  3  4	8.	Works under pressure to meet deadlines.


0  1  2  3  4	9.	Operates personal computers and associated equipment to scan


		and retrieve information.


0  1  2  3  4	10.	Audits encounter sheets for accuracy.


0  1  2  3  4	11.	Applies guidelines and regulations concerning the operation of the 


		Ambulatory Data System.


0  1  2  3  4	12.	Reviews and corrects provider data to ensure accuracy of coding.























