POSITION:	Medical Records Technician, GS-0675-05,  (0675-05A)





0  1  2  3  4	1.	Possess a knowledge of medical records.


0  1  2  3  4	2.	Possess a knowledge of advanced medical terminology.


0  1  2  3  4	3.	Possess a thorough knowledge of assembly and principles of 


		coding diseases.


0  1  2  3  4	4.	Possess a broad knowledge of medical record references.


0  1  2  3  4	5.	Possess a knowledge of the structure and physiology of major 


		anatomical systems and the major disease processes of both.


0  1  2  3  4	6.	Examine medical records for presence of required forms and 


		completeness of data on each.


0  1  2  3  4	7.	Secure missing forms and contact medical officer involved for data 


		required, as necessary.


0  1  2  3  4	8.	Review various medical records to ensure documentation in the 


		medical record supports the final diagnoses and supports surgical 


		procedures.


0  1  2  3  4	9.	Complete audit sheet on each record reviewed.


0  1  2  3  4	10.	Confer with or returns clinical record to physician for correction of 


		deficiencies.


0  1  2  3  4	11.	Assure medical record is complete and signed by physician.


0  1  2  3  4	12.	Assure diagnoses are complete, that all procedures are identified 


		and properly recorded.


0  1  2  3  4	13.	Using International Classification of Diseases and Procedures in 


		Medicine Manuals, classify and code various data for input into a 


		data base.


0  1  2  3  4	14.	Perform internal quality assurance projects and/or peer review to 


		include final record review.


0  1  2  3  4	15.	Assist professional staff with specific case studies.


0  1  2  3  4	16.	Perform special projects in support of hospital wide quality 


		assurance.














