POSITION CLASSIFICATION QUESTIONNAIRE

FLSA EXEMPT CLASSIFICATION
Department: HIM
Incumbent:  [Click here and type Incumbent name]
Work Schedule/Location: Days,  M-F
Length of Time in Position: 
Working Title: Patient Care Administrator

HIM Title:  Director HIM
Immediate Supervisor/Title: Dan Riley, CFO 


Position Summary (briefly describe the general purpose of the position)


Responsible for overall management of Medical Record Department, 72 FTE’s.  Responsible for any legal issues surrounding medical records, release of information and the transformation to an electronic medical record.  The Director assures the availability of the medical information, in paper record or electronic media to patients, clinicians and administrators for diagnosis, treatment, research, teaching, legal and management purposes on a timely basis.  The Director performs all these functions in a manner that complies with standards established by the Hospital Administration, Medical Staff and outside regulatory and accreditation agencies.
Standard Duty Areas (list primary functions of the position with the percent of time generally allocated to each)

(25%)  Provides leadership, organizational structure and management expertise for long-range planning as well as efficient day-to-day operation of Heath Information Services.  Establishes, documents and keeps up to date the policies and procedures for the operation of the department.  Makes day to day administrative decisions consistent with the missions of the department and the hospital.  Establishes clear and reasonable productivity standards for operational performance and evaluation.  
(25%) Responsible for meeting and reporting on compliance with regulatory standards-JCAHO, State Health Standards, FDA standards, CMS standards.   Responsible for reporting quarterly on compliance with the above standards.   Designs and Implements programs in coding and abstracting medical data for analysis and reporting to changing reimbursement  mechanisms.  Designs and implements on-going audits and reviews to ensure quality goals are met within the department.
(10%) Defines and designs job descriptions that ensure medical record is completed accurately and within the UAMS job guidelines.  Identifies and recruits the best candidates to match the jobs. Provides opportunity for continuing educations of staff in all jobs as needed.  Executes personnel functions such as hiring, performance evaluation, counseling, corrective actions and terminations.
(15%)  Serves as custodian of the patient’s medical records and makes sure that its organization, scope, format and contents will meet the needs of the clinicians, researchers, administrators, third party payors and regulatory agencies.  Works with Compliance Department and HIPAA office to ensure privacy and confidentiality of the medical information.  Responds to all legal proceedings as needed.   

(15%) Participates in design, development/acquisition, implementation and evaluations of computerized information systems to be used as an operations/management tool for medical records services as well as other departments of the hospital.  Identifies training needs and assists in proper planning and training of staff.

(15%)   Serves as a representative of the hospital to work with the individual physicians as well as the medical staff organization to deal with medical record issues.


Position Supervises/Leads (name/title/brief description)

Direct:  Manages through supervisory staff 72+ FTE’s.
Decision Making (provide examples of independent judgment and decision making authority and impact of decisions) 

Daily responsible for independent decisions regarding release of information, billing, patient issues, legal responses. 


Budget Responsibility (describe financial responsibilities of position, including approximate dollar amounts, funding sources, number of funding sources managed)

Direct: Develops, justifies and implements annual operating and any capital budgets working with CFO.  Annual budget approximately 3.5 million.
Indirect: Responsible for physician clinic billing and all hospital billing.
Problem Solving/Accountability/Independence (direct responsibility for outcome of projects or decisions made)

Interaction (describe type and frequency of interaction with internal staff, other departments, visitors, and outside organizations)
Responsible for planning and coordinating meetings with physicians and hospital staff.  Daily interaction with patients as needed.   Involvement as needed with legal to resolve any issues. 


Essential Physical Requirements (list the percent time involved for each that is essential in performing the major duties of the position)

Bending  (%)_____Standing  (%)_5____Walking  (%)__10___Eyesight  (%)_____

Hearing  (%)_____Driving   (%)_____Speaking  (%)_____

Repetitious Movement  (%)_____

Lifting, weight ____ability to lift 25 lbs.
Lift to: waist, _____chest, _____above head

Exposure To Harsh or Extreme Conditions (chemicals, cleaning agents, blood and body fluids, extreme temperatures)

None
Other: MACROBUTTON NoMacro [Click here and type other ]
Equipment Used In Position (type and percent time)

_Computer_100%_____    __________%_____     _________%_____

__________%_____    __________%_____     _________%_____

Minimum Qualifications (knowledge, skills, and abilities needed upon entry into the position)

___Ability to Follow Oral Instruction, Read and Write

___High School, GED or formal educational equivalent

_X__Baccalaureate Degree, Major:   Degree in Health Information Management, Business or Health Related.
___Advanced Degree, Type/Major: Prefer Master’s Degree in Health related area
_X__Professional License/Certification:  Registered Health Information Administrator, RHIA  and Certified Coding Specialist  CCS
_X__Work Experience, (Length of Time, General and Directly Related)

Prefer 7 to 10 years of management experience, preferable in a large hospital setting.  
Director of this department, I agree with the above description.

Comments________________________________________________________________________________

Required Signature____________________________________________    Date_________________________



