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QUALIFICATIONS: 

1. High school diploma and Associate degree in medical technology or equivalent experience. 

2. Experience and/or training in various aspects of general office practices, including medical 

records systems and use of computer systems for data collection, retrieval and 

documentation.  

3. Able to receive direction and independently follow tasks through with minimum 

supervision. 

4. Reasonable speed operating office equipment necessary in performance of job description 

duties, organizational responsibilities and skills, and in performance of filing functions. 

5. Possess a high level of computer skills, able to create and edit detailed spread sheets, create 

tables/forms, create and edit documents. Efficiency in the use of e-mail for inter-office and 

external communication. 

6. Detail-oriented and accurate; capable of prioritizing and handling multiple tasks, self-

motivated.  

7. Strong interpersonal, organizational and communication skills. 

8. Maintains professional integrity throughout performance of all job duties; demonstrates 

exemplary work ethic and upholds attendance standards. 

9. Able to hold all personnel and patient matters in confidence, including all aspect of SCH 

business. 

10. Able to work as a team member and serve as a positive representative of Hospice at all 

times. 

11. Ability to respond to patients, families, volunteers, staff, and general public on the 

telephone or in office setting, in a caring, calm, and supportive manner. 

12. Must demonstrate an interest in learning and be adaptable to organizational growth, which 

may require changes in job function.  

13. Ability to work a flexible schedule in support of the daily changes regarding patient census, 

admissions, and deaths. 

14. Must possess, or within 30 days be able to possess, a valid Oregon Driver’s License or ID 

card, dependable transportation and proof of automobile insurance coverage. 

 

PHYSICAL REQUIREMENTS 

1. Ability to work in an office setting and lift up to 35 lbs., using a two person lift for any 

awkwardly sized or heavier objects. 

2. Ability to communicate telephonically with staff and medical personnel. 

3. Manual dexterity capable of operating office equipment. 

4. Ability to execute frequent reaching, bending, handling, lifting/moving and filing of 

records. 

5. Ability to frequently navigate stairs. 

6. Ability to sit the majority of the work day, except for breaks and lunch. 

 

WORK ENVIRONMENT/HOURS 

 Typical physical office setting 

 Extended workdays are occasionally necessary to support organization’s needs. 

 This can be a full or part time position depending on the needs of the agency. 

 Position requires a flexible work schedule; shares responsibility for seven day a week 

Medical Records office coverage. 
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SKILLS REQUIRED 

1. Keyboarding 

2. Word Processing 

3. Data entry 

4. High level computer skills 

5. Use Excel, Microsoft Office and Microsoft Word 

6. Operation copy machine 

7. Operation FAX machine 

8. Filing 

9. Excellent verbal, written and listening communication skills. 

10. Medical terminology preferred.  

 

PURPOSE 

To compile, process and maintain medical records of patients in a manner consistent with medical, 

administrative, ethical, legal, privacy, and regulatory requirements; compile and maintain patients’ 

medical records, paper and electronic, to document condition, care and to provide data for care 

improvement efforts. 

 

SUPERVISION RECEIVED 

The Medical Records Support Staff works under the supervision of the Medical Records 

Coordinator and in their absence then the Nursing Manager and/or Executive Director. 

 

SUPERVISION EXERCISED 

Medical Records support staff will upon occasion supervise and train interns and/or volunteers 

working in this department. 

 

DUTIES AND RESPONSIBILITIES 

1. Assists as needed to support and contribute to office continuity each day. 

2. Responsible to assist with office-related tasks i.e., typing, data collection and recording, 

copying, filing, telephones. 

3.   Responsible to see that assigned tasks are completed with meticulous attention to detail and 

accuracy. 

4. Answers the phone and routes calls appropriately.  

5. Creates, updates and maintains binder of current Medical Records procedures. 

7. Creates and maintains any additional office information records as required/requested. 

8. Orders and maintains an inventory of supplies following SCH purchasing procedures. 

9. Responsible for unlocking/opening building in the morning and locking/closing the Medical 

Records office at the end of the day. 
 

File Management 
 

1. Responsible for daily patient medical record data collecting and filing. 

2. Reviews records for completeness, accuracy and compliance with regulations. 

3. Sets up charts for new patients. 

4. Breaks down charts when patient expires/discharges. 
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File Management (Continued) 

5. Sends and receives updated physician orders and chart information. 

6. Maintains Medical Director’s patient progress file, including updating file’s medical records. 

7. Creates daily e-signature report from Consolo; distributing it weekly and an e-sig audit report 

monthly. 

8. Compiles and releases information as requested to persons and agencies according to 

organizational, state and federal regulations. 

9. Plans, develops, maintains and operates health record indexes and storage and retrieval 

systems to collect, classify, store and analyze information. 

10. Protects the security of all computer/hard copy medical records, ensuring confidentiality is 

maintained. 

 

Patient Information 
 

1. Tracks patient benefit re-certification and release of information  

2.  Tracks DME loaned to patients and delivered through Thrift Store. 

 

Care Team 
 

1. Maintains an organized supply of Medical Records forms utilized by the Care Team, 

including ready intake packets, continuous care packets, and teaching packets.  

2. Support Primary Care SCH Nurses with on-going updates to promote compliance to 

standards and policy regarding patient medical records paperwork timeliness. 

3. Accurately and promptly completes referral form as referral is received and routes 

appropriately for action as requested. 

 

Reports 
 

1. Generates and distributes monthly Hospital Admits Report.  

2. Generates monthly report for Coos County Medical Examiner recording Hospice patient 

deaths.   

3. Generates monthly QI Pain and Length of Stay Reports. 

4. Generates monthly Cancer Committee Report, with graph, and notifies committee members 

of meeting. 

5. Assists PCC, Administration and/or QI Committee in preparing reports for SCH Board. 

6. Maintains requested data entry for Quarterly Improvement reports, and reports findings to 

Operations Manager, PCC, QI Manager, and Executive Director as appropriate. 

7. Produce weekly/monthly Consolo Chart Audit Reports. 

 

Finance 
 

1. Daily computer Medicare posting for monthly billing. 

2. Generates monthly report used by Finance for billing purposes.  

3. Checks the board certification of all SCH-associated physicians for Finance. 

4. Check Medicare “Ivans” for insurance verification as requested. 

5. Enters patients into Enclara Pharmacia. 
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Census 
 

1. Maintains daily census, distributing daily to designated SCH departments. 

2. Extract information from Consolo to print census report to fax to designated BAH 

 departments. 

3. Promptly updates the Executive Director of changes in census and status. 

 

General Personnel Duties 
 

1. Assist with other work responsibilities as requested by Operations Manager and/or the 

Executive Director. 

2. Individually responsible to conduct him/herself in a safe manner during the performance of 

all job related duties. Also responsible to bring unsafe conditions to the attention of the 

person within the organization responsible for safety issues. 

3. Participates in staff training, educational programs, and Volunteer Training Program as 

appropriate. 

4. To adhere to all SCH Personnel Policies including, but not limited to: 
Please initial     ____ SCH Standards of Conduct as described in the agency’s Compliance 

 Plan. 

Please initial   _____ SCH Privacy Practices in accordance with HIPAA regulations. 

Please initial   _____ SCH Sexual Abuse and Molestation Policy. 

Please initial   _____ Demonstrates a kind, decent and respectful behavior. 

   Please initial   _____ Honor, respect, protect and promote patients’ rights and individualized  

       care. 

 
This position description describes the general nature and level of duties and responsibilities required of 

persons assigned to this position.  It is not intended to include all duties and responsibilities.  The order in 

which duties and responsibilities are listed is not significant.  

 

 

______________________________________________  _____________________ 

Employee’s Signature       Date 

 

 

______________________________________________   _______________________ 

Manager’s Signature        Date 

      

 

______________________________________________  _____________________ 

Executive Director’s Signature     Date 
 

Accommodations for disabilities will be made whenever possible unless such accommodations would create an 

undue hardship on South Coast Hospice and Palliative Care Services, Inc. 
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