POSITION TITLE:   HEALTH INFORMATION SPECIALIST

CLASS CODE:  6835                

POSITION SUMMARY 

The HEALTH INFORMATION SPECIALIST is responsible for the overall direction of identifying, abstracting and coding birth defects research data from the medical records.  Additional responsibilities include ensuring completeness and accuracy of diagnostic and demographic information while maintaining required logs, quality control checks and confidentiality.  Meeting organizational objectives, policies and procedures and providing weekly and monthly progress reports.   Serving as a Liaison to departments within and outside the hospital to consult, advise and provide general support to the Field Supervisor.  Maintaining flexible schedules and coordinating travel with health facilities across the state to meet project deadlines.
EXAMPLES OF WORK 

1. Identifies abstracts and codes birth defects research data from the medical records by maintaining on going communication with assigned facilities, allowing adequate time for compilation of information considering project deadlines. 

2. Ensures completeness and accuracy of diagnostic and demographic information while maintaining required logs, quality control checks and strict confidentiality of patient, hospital, agency and administration of data according to the ARHMS legislation, University and Hospital policy. 

3. Works closely with ARHMS data management personnel to eliminate data abstract duplications.

4. Accurately records selected data on appropriate forms in a manner that is clearly understandable while following ARHMS guidelines.
5. Coordinates travel with health facilities across the state to meet project deadlines while maintaining clear accurate travel documentation, following reimbursement guidelines set forth by ARHMS and the university
6. Meets organizational objectives; follows established policies and procedures for ensuring the total acquisition of records, for maintaining detailed log books documenting effort, with weekly and monthly progress reports.
7. Participates in special projects and studies as directed by the Field Supervisor, Director and/or Principal Investigators.  

8. Performs other duties as assigned.

WORKING RELATIONSHIPS 

This position has frequent interaction with appropriate individuals at health care facilities in Arkansas and ACH and UAMS-based researchers.  Participation in meetings regarding research projects.
SPECIAL JOB DIMENSIONS 

Flexible hours due to extensive travel.  Extensive in-state travel is required.  Responsible for minimizing travel expenditures and following reimbursement guidelines set forth by ARHMS and the University.  Independent decision-making will be required with minimum supervision. Familiarity with Access, Excel, Word and NT environment.
KNOWLEDGES, ABILITIES, AND SKILLS 

Knowledge of ICD-9 Coding. 

Knowledge of Access, Excel, Word and an NT Environment. 

Ability to maintain confidentiality

Ability to travel extensively. 

Ability to compile information into report form. 

Ability to consult, advise and provide general support to the Field Supervisor. 

Ability to serve as a liaison to departments within and outside the hospital.
MINIMUM QUALIFICATIONS 

Bachelor Degree in Health Information Management or a health related field OR Associate Degree in HIM with 2 years experience in health information management.  An ART, RHIT, or CPC certification preferred Experience in ICD-9 coding a plus.    
