DREW MEMORIAL HOSPITAL

POSITION DESCRIPTION

POSITION TITLE:
Health Information Management Observation Charge Analyst/ Record Reviewer 
DEPARTMENT:  

Health Information Management

POSITION SCOPE:

Responsible for reviewing records and charging for Observation hours, infusion, and injection charges. Responsible for reviewing medical records for compliance purposes. 
REPORTS TO:
Director of Health Information

ESSENTIAL JOB FUNCTIONS:

■ Responsible for reviewing all observation records and charging observation hours, infusions and injections per CMS guidelines. 
■ Responsible for reviewing all medical records for compliance purposes before clerk sends records out. 

■ Responsible for tracking records to the appropriate location.
■ Keeps abreast of regulations and laws regarding and patient confidentiality.

■Responsible for learning other duties and being able to float wherever needed within Medical Records.

KNOWLEDGE AND SKILLS REQUIRED:

■    Must have an LPN license

■    Know medical terminology, anatomy, and physiology.

■    Must be able to communicate well with nursing and physicians. 

· Must be knowledgeable of hospital and health information policies, particularly regarding confidentiality.

· Must be able to perform duties as instructed in a timely manner.

· Must be able to work in an environment with multiple distractions.

· Must possess good organizational skills and time management.
· Knowledge of the terminal digit filing system.

MINIMUM QUALIFICATIONS:

· LPN License
· Familiarity with the actual medical record, i.e. forms, chart order, etc. . . 

· Computer/typing skills.
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