POSITION:	Messenger (MVO),  GS-0302-02





0  1  2  3  4	1.	Familiar with the terminal digit filing system


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


0  1  2  3  4	3.	Skilled in the operation of typewriter style keyboard equipment.


0  1  2  3  4	4.	Pull patient records.


0  1  2  3  4	5.	Break down, sort, and file records returned from clinics.


0  1  2  3  4	6.	Pull mutilated and bulky records for replacement of folder or setting 


		up additional volumes.


0  1  2  3  4	7.	Issue temporary authorization of medical treatment used in lieu of 


		lost or misplaced Military ID card.


0  1  2  3  4	8.	Obtain correct addresses of medical documents through DEERS 


		system.


0  1  2  3  4	9.	File or make temporary records for medical documents received 


		from other medical facilities.


0  1  2  3  4	10.	Pull records for special audits.


0  1  2  3  4	11.	Serve as receptionist for patients and individuals who must obtain 


		Outpatient Medical Record prior 	to clinic visit.


0  1  2  3  4	12.	Ascertain patient eligibility from military ID card and DEERS 


		computer terminal.


0  1  2  3  4	13.	Prepare file folders on new patients.


0  1  2  3  4	14.	Prepare Patient Recording Card (PRC) using addressograph 


		machine.


0  1  2  3  4	15.	Operate computerized patient appointment system to enter and 


		retrieve patient data.


0  1  2  3  4	16.	Receive telephone calls from various clinics.


0  1  2  3  4	17.	Release medical records to military personnel and their family 


		members.


0  1  2  3  4	18.	Retrieve medical records from the wards.




















