POSITION:	Medical Clerk (Data Transcribing) GS-679-04  (0679-04A)





0  1  2  3  4	1.	Familiar with the contents and order of assembly of medical 


		records.


0  1  2  3  4	2.	Familiar with medical terminology.


0  1  2  3  4	3.	Receive telephone calls and visitors to the unit.


0  1  2  3  4	4.	Determine nature of call or visit, obtains identifying information and 


		determines the nature and urgency of patient's request.


0  1  2  3  4	5.	Refer patient to appropriate staff member.


0  1  2  3  4	6.	Verify patient eligibility for treatment.


0  1  2  3  4	7.	Schedule and coordinate appointments for patients with various 


		clinics.


0  1  2  3  4	8.	Ensure appointments are timely and in accordance with physician's 


		request.


0  1  2  3  4	9.	Explain necessary test preparations to patients.


0  1  2  3  4	10.	Obtain and review medical records of patients prior to scheduled 


		appointments.


0  1  2  3  4	11.	File laboratory results (x-rays, EKG, etc.) in medical records.


0  1  2  3  4	12.	Record physician orders to charts.


0  1  2  3  4	13.	Interview new patients to the unit.


0  1  2  3  4	14.	Determine nature of visit, and provide information on appointment, 


		clinic hours and services.


0  1  2  3  4	15.	Operate a data entry terminal to input and retrieve data for reports 


		and other purposes.


0  1  2  3  4	16.	Apply clinic guidelines concerning release of information.


0  1  2  3  4	17.	Compile data for reports.
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