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Transcriptionist

FORFACILITY USE:

SUMMARY OF DUTIES:

Assistsin the establishment and maintenance of health recordsin accordance with
departmental, regional and legislative requirements. Performstranscription of reports.

QUALIFICATIONS:

¢ Office Education certificate
¢ Medical Specialty certificate

KNOWLEDGE, SKILLS & ABILITIES:
¢ Intermediate computer skills

¢ Intermediate keyboar ding skills
.
.

Communication, organizational and inter personal skills
Ability to work independently

EXPERIENCE:

¢ Previous. No previous experience.
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KEY ACTIVITIES:

A.
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Chart Maintenance

Collects, sorts and assembles health records.

Pur ges health records, shreds discar ded documents, microfilms/filesretained
documents.

Maintains chart tracking/locator systems (e.g., signing out health records, updating
their location and signing them back in).

Retrieves and deliver s health recordsfor departments/clinics/physicians, asrequested
(e.0., study/resear ch, release of infor mation).

Files health records, creates new folder swhen necessary.

Collects and sortslate loose reports, obtains file number and/or discharge date, locates
chart and filesreport.

Maintainsfileroom (e.g., adjust chartson shelves).

M aintains accur ate database with respect to health record numbers (e.g., duplicate
patients/charts, whererequired).

Health Records Duties

Assists with month-end procedures.

Assists with Quantitative Analysis of inpatient/outpatient records.
Performsdata entry, asrequired.

Processes release of infor mation correspondence (e.g., photocopy recor ds).
Assists with the preparation and collection of statistics.

. Transcription

Transcribesclient histories, physicals, discharge summaries, pathology reports,
operativereports, radiology reports, labour and delivery notes.
Transcribesletters, memos, administrative reports, follow-up and appointment letters.

General Office Duties

Provides office reception duties (e.g., answer telephone/switchboar d/Lifeline, book
appointments).

Ordersoffice supplies.

Processes mail, photocopies, faxes.

Performsbilling duties.

Assists with preparation of formsfor registering newborns, whererequired by thejob.
May show othershow to perform tasks or duties by familiarizing new employeeswith
the work area and processes.
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¢ May act asarecording secretary.

The above statements reflect the general details considered necessary to describe the principal
functions of the job and shall not be construed as a detailed description of all related work
assignments that may be inherent to the job.

Any revisions of this document recommended by the Joint Job Evaluation Maintenance
Committee must be approved by the Parties.

Validating Signatures:

CUPE: SEIU:
SGEU: SAHO:
Date: 2005

(246) Health Records Clerk & Medical Transcriptionist



This document was created with Win2PDF available at http://www.daneprairie.com.
The unregistered version of Win2PDF is for evaluation or non-commercial use only.



http://www.daneprairie.com

