POSITION:	CORRESPONDENCE CLERK, GS-309-5








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 the medical records filing system. 


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


0  1  2  3  4	4.   Knowledge of Composite Health Care System (CHCS).


0  1  2  3  4	5.   Familiar with use of photocopy equipment (copiers).


0  1  2  3  4	6.   Receive telephone calls and visitors. 


0  1  2  3  4	7.   Determine nature of call or visit, obtain identifying 			         		      information and determine the nature and urgency of 		         		      patient’s request. 


0  1  2  3  4	8.   Extract data from patient’s records and match with 		   	        		      appropriate requests.


0  1  2  3  4	9.   Knowledge of privacy act and confidentiality of patient’s 		         		      records. 





0  1  2  3  4	10.  Preparation of military correspondence.








0  1  2  3  4	11.  Familiar with maintaining military filing system under 	  	 		        MARKS.


0  1  2  3  4	12.  Provide training and/or instruction to other employees.





0  1  2  3  4	13.  Communicate effectively orally and telephonically with 	      	        others.





0  1  2  3  4	14.   Provide quality customer service.


0  1  2  3  4	15.   Work independently to plan and accomplish own work.


0  1  2  3  4	16.   Prioritize workload by urgency of request.


0  1  2  3  4	17.   Work well under pressure to meet deadlines and suspenses.


0  1  2  3  4	18.   Keep supervisor informed of work progress and significant 			        developments.
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