POSITION:	Medical Records Technician, GS-0675-05  (0675-05)





0  1  2  3  4	1.	Possess a knowledge of medical records.


0  1  2  3  4	2.	Possess a basic  knowledge of medical terminology.


0  1  2  3  4	3.	Assist in preparation of retrieval criteria to perform the 


		administrative portion of outpatient medical review.


0  1  2  3  4	4.	Complete the review form for each record involved in the study.


0  1  2  3  4	5.	Forward outpatient record to appropriate clinician.


0  1  2  3  4	6.	Maintain control roster.


0  1  2  3  4	7.	Enter data into hospital information system.


0  1  2  3  4	8.	Contact appropriate person to obtain records not returned within 


		time-frame.


0  1  2  3  4	9.	Collate results of medical records review.


0  1  2  3  4	10.	Perform receptionist duties as needed for patients requesting 


		records prior to a clinic visit.


0  1  2  3  4	11.	Verify patient eligibility from ID card/DEERS enrollment


0  1  2  3  4	12.	Enter and retrieve demographic data from automated system..


0  1  2  3  4	13.	Perform medical record maintenance.


0  1  2  3  4	14.	Receive telephone calls relating to location of medical records.














