POSITION:	Medical Records Clerk (OA), GS-0675-04  





0  1  2  3  4	1.	Utilizes knowledge of human anatomy, physiology, and medical


		terminology to code and screen records for accuracy, consistency,


		and completeness.


0  1  2  3  4	2.	Operates personal computers and associated equipment to scan


		and retrieve information.


0  1  2  3  4	3.	Scans encounter forms and audits for accuracy.


0  1  2  3  4	4.	Troubleshoots routine equipment problems and reports to ADS 


		System Administrator.


0  1  2  3  4	5.	Analyzes provider data to ensure accuracy of coding and 


		compliance with procedures.


0  1  2  3  4	6.	Communicates with co-workers and other personnel outside the


		activity to exchange information and coordinate work effort.


0  1  2  3  4	7.	Works well with others and promotes team harmony.


0  1  2  3  4	8.	Works under pressure to meet deadlines.


0  1  2  3  4	9.	Assists ADS users with routine hardware and software problems.


0  1  2  3  4	10.	Utilizes ICD-9-CM nomenclature, Current Procedure Terminology 			(CPT), and Evaluation Management codes to accomplish tasks.


0  1  2  3  4	11.	Uses the Ambulatory Data Systems, ensuring regulatory


		compliance.




















