COMMONWEALTH OF KENTUCKY

CLASS SPECIFICATION

	CLASS TITLE:  HEALTH INFORMATION MANAGER

	TITLE CODE:  5024
	GROUP:  LIBRARIES

	SELECTION METHOD:  100% QUAL       REV. 03-04 
NO. OF TEST QUESTIONS:

SELECTION ID:  5580                            EXAM NO.
	SALARY:  (MIN-MID)  $2670.20 - $3554.70
GRADE:  13  

SPECIAL ENTRANCE RATE:  No   

	POSITIONS IN THIS CLASS GENERALLY REPORT TO:   KVC ASSISTANT ADMINISTRATOR

	PRIMARY USER AGENCY:  DEPARTMENT OF VETERANS AFFAIRS

	

	CHARACTERISTICS OF THE CLASS:  CHARACTERISTICS OF A CLASS ARE GENERAL STATEMENTS INDICATING THE LEVEL OF RESPONSIBILITY AND DISCRETION OF POSITIONS IN THAT JOB CLASSIFICATION.

	Oversees, provides technical assistance and monitors compliance with medical records and reports compliance with federal and state licensing and regulation requirements in a medical facility or operation; and performs other duties as required.



	MINIMUM REQUIREMENTS:  MINIMUM REQUIREMENTS ARE COMPREHENSIVE STATEMENTS OF THE MINIMUM BACKGROUND AS TO EDUCATION, EXPERIENCE, AND OTHER QUALIFICATIONS WHICH WILL BE REQUIRED IN ALL CASES AS EVIDENCE OF AN APPOINTEE'S ABILITY TO PERFORM THE WORK PROPERLY.

	EDUCATION:  See Special Requirements.

	

	EXPERIENCE:  Must have two years of experience in medical records administration.

	

	SUBSTITUTION CLAUSE:   

	

	EDUCATION:  None

	

	EXPERIENCE:  None

	

	SPECIAL REQUIREMENTS:  (AGE, LICENSURE, REGULATION, ETC.) 

	Must be accredited by the American Health Information Management Association as a Registered Health Information Technician (RHIT) OR be registered by the American Health Information Management Association as a Registered Health Information Administrator (RHIA.)


POST EMPLOYMENT REQUIREMENTS:  EMPLOYEES IN THIS CLASS WILL BE REQUIRED TO OBTAIN CREDENTIALS OUTLINED BELOW WITHIN A REASONABLE TIME, OR IF EMPLOYEES POSSESS SUCH CREDENTIALS AT THE TIME OF HIRE THEY WILL BE REQUIRED TO MAINTAIN THOSE CREDENTIALS SO LONG AS THEY ARE EMPLOYED IN THIS CAPACITY.  IT IS THE RESPONSIBILITY OF THE EMPLOYING AGENCY TO VERIFY THE ATTAINMENT AND/OR MAINTENANCE OF THESE CREDENTIALS, TO REMOVE FROM THIS CLASS ANY EMPLOYEE WHO DOES NOT ATTAIN OR MAINTAIN THESE CREDENTIALS, AND TO ASSURE THAT ANY EMPLOYEE WHO PERFORMS THESE FUNCTIONS, WITHOUT REGARD TO THE CLASS THEY ARE IN, HAVE THE APPROPRIATE CREDENTIALS.
Must maintain accreditation by the American Health Information Management Association as a Registered Health Information Technician (RHIT), or must maintain registration by the American Health Information Management Association as a Registered Health Information Administrator (RHIA) for the length of employment in this classification. http://www.ahima.org/
	EXAMPLES OF DUTIES OR RESPONSIBILITIES OF THE CLASSIFICATION:  EXAMPLES OF DUTIES OR RESPONSIBILITIES ARE NOT TO BE CONSTRUED AS DESCRIBING WHAT THE DUTIES OR RESPONSIBILITIES OF ANY POSITION SHALL BE AND ARE NOT TO BE CONSTRUED AS LIMITING THE APPOINTING AUTHORITY'S ABILITY TO ADD TO, OR OTHERWISE ALTER THE DUTIES AND RESPONSIBILITIES OF A POSITION.  THE USE OF AN INDIVIDUAL EXPRESSION OR ILLUSTRATION AS TO DUTIES OR RESPONSIBILITIES SHALL NOT BE REGARDED AS EXCLUDING ASSIGNMENT OF OTHERS NOT MENTIONED WHICH ARE OF SIMILAR KIND OR QUALITY.


Reviews medical records for completeness and accuracy according to established standards.  Codes and indexes diseases according to the recognized classification system.  Assists in research involving medical records. Abstracts case histories for special reports.  Supervises the medical record section, mail services, PBX operation and transportation service.  Supervises the admission, transfer and dismissal of patients and coordinates all related services.  Interprets and enforces legal procedures pertaining to admission, leave, transfer and discharge of patients, and makes necessary contacts.  Corresponds with courts, health officers and families of patients.  Answers inquiries for information recorded in patient's records in accordance with prescribed policies.  Supervises the preparation of daily statistical reports.  Arranges for patient attendance at special clinics and for treatment in outside facilities. Participates in staff meetings.  Maintains inoculation schedules and obtains surgery and autopsy permits.

	TYPICAL WORKING CONDITIONS AND UNIQUE PHYSICAL REQUIREMENTS:  INCUMBENTS IN THIS CLASSIFICATION WILL TYPICALLY PERFORM THEIR PRIMARY JOB DUTIES UNDER THESE CONDITIONS, HOWEVER, THESE CONDITIONS MAY CHANGE ON OCCASION IN PERFORMING THE DUTIES OF AN INDIVIDUAL POSITION.


Work is typically performed in an office setting within a hospital facility.

	ADDITIONAL REQUIREMENTS:  


Applicants and employees in this classification may be required to submit to a drug screening test and background check.  

	DATE CLASS ESTABLISHED:  10/16/2011
	DATE OF LAST REVISION:  

	THE COMMONWEALTH OF KENTUCKY DOES NOT DISCRIMINATE ON THE BASIS OF RACE, COLOR, RELIGION, NATIONAL ORIGIN, SEX, AGE, DISABILITY, OR VETERAN STATUS IN EMPLOYMENT OR OTHER PROVISION OF SERVICES.  REASONABLE ACCOMMODATIONS ARE PROVIDED UPON REQUEST.


