POSITION:	Lead Medical Data Technician (OA), GS-640-06  











 LEVELS:		TASKS:








0  1  2  3  4	1.	Ability to transcribe information from dictated cassettes.


0  1  2  3  4	2.	Familiar with foreign accents and able to transcribe from physicians.


0  1  2  3  4	3.	Familiar with QI formats and able to transcribe monthly QI minutes in that format.


0  1  2  3  4	4.	Ability to lead a team of 5 transcribers to complete work in given time restraints.


0  1  2  3  4	5.	Ability to adjust work force where needed to accomplish  mission.


0  1  2  3  4	6.	Familiar with Composite Health Care System (CHCS) and CO-PATH computer systems.


0  1  2  3  4	7.	Familiarity with screening work for accuracy prior to generating final product.


0  1  2  3  4	8.	Ability to type Pathology reports in final draft format with no preliminary required.


0  1  2  3  4	9.	Knowledgeable of broad range of transcription terms with special emphasis on pathological terminology.


0  1  2  3  4     10.   Familiar with the extensive management of pathology records, both paper and electronic data.


0  1  2  3  4     11.   Familiar with the Federal Laws and requirements set forth for the storage of pathology data and the length of time records �                               are required to be kept.


0  1  2  3  4     12.   Familiar with tracking the time taken to complete cases (i.e., autopsy turn around time requirements).


0  1  2  3  4     13.   Familiar with the format required for formal correspondence and evaluations.


0  1  2  3  4     14.   Familiar with assembling reports and specimens for outside consultation.


0  1  2  3  4     15.   Ability to track and log where specimens and reports are sent for evaluation.


0  1  2  3  4     16.   Possesses a vast knowledge of laboratory and pathology tests and functions.


0  1  2  3  4     17.   Ability to provide accurate information to patients about test procedures.


0  1  2  3  4     18.   Ability to explain specific test information to patients following the physician’s request (i.e., special diet before test).


0  1  2  3  4     19.   Ability to operate specialized dictation equipment and computer equipment.




















