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VACANCY ANNOUNCEMENT
Medical Records Technician, GS-675
FULL TIME POSITION INCLUDES A COMPLETE BENEFITS PACKAGE.
OPEN:
 November 8, 2011





CLOSE: November 22, 2011


SERVICE: Patient Administration Service



SALARY RANGE: $30,237 - $55,844 PA

POSITIONS: 1
	LOCATION (S):
	
	WORK SCHEDULE:

	 FORMCHECKBOX 
Saginaw    FORMCHECKBOX 
Alpena    FORMCHECKBOX 
Clare
	
	 FORMCHECKBOX 
Full time
 FORMCHECKBOX 
Part time      
 FORMCHECKBOX 
 Intermittent

	 FORMCHECKBOX 
Gaylord     FORMCHECKBOX 
Oscoda   FORMCHECKBOX 
Traverse City
	
	 FORMCHECKBOX 
Days
 FORMCHECKBOX 
Afternoons

 FORMCHECKBOX 
Nights

	 FORMCHECKBOX 
Other:      
	
	 FORMCHECKBOX 
8 hours
 FORMCHECKBOX 
10 hours

 FORMCHECKBOX 
12 hours


DUTIES: The incumbent performs quantitative/qualitative analysis of inpatient and outpatient medical records to ensure compliance with VA and Joint Commission requirements; codes diagnoses, operations and procedures using ICD-9-CM, CPT-4, and HCPS; reviews and screens the entire medical record to abstract medical, surgical, laboratory, pharmaceutical, demographic, social, and administrative data; conducts quality management data collection and continuous monitors for CQI projects and other special projects as required; codes third party billing cases; assists physician, ancillary, administrative personnel and other clinical staff with concurrent documentation requirements in compliance with coding guidelines. 
	QUALIFICATIONS (Qualifications for Medical Records Technician can be found in VHA Handbook 5005, Part II, Appendix G35 and may be reviewed in Human Resources Management Service.)

	·    Experience - Four+ years of experience that demonstrates the applicant’s ability to perform the work, or provides familiarity with the work associated with current health information or medical record technology. The experience must have required the use of Knowledge, Skills, Abilities and Other characteristics (KSAO’s) required to perform work of a Medical Record Technician. 
·    Specialized experience as a biller does NOT substitute for specialized experience as a coder. 

	· Qualifying experience is only creditable if it is either directly related to the position to be filled or in a related field.  Qualifying experience must also be at a level comparable to the medical record technology experience at the next lower grade level the proposed on this announcement.

	· Education - Successful completion of associate’s degree with a major field of study in medical record technology/health information technology which was accredited by the American Health Information Management Association (AHIMA) at the time the program was completed; in addition to 2 years of experience. Successful completion of a baccalaureate degree with a major field of study in medical record technology/health information technology which was accredited by the American Health Information Management Association (AHIMA) at the time the program was completed; in addition to 1 year of experience. 

	COMBINING EDUCATION AND EXPERIENCE:  

	·  Successful completion of an associate’s degree in a field of study other than medical records/health information will

substitute for 6 months of the required experience. 

	·  Successful completion of a course for medical technicians, hospital corpsmen, medical records/health information

by the Armed Forces or the US Maritime Service under close medical and professional supervision, may be substituted on a month-for-month basis for up to 1 year of experience. 

	·  Successful completion of a post-high school course of study in medical record technology, which includes course in

anatomy, physiology, and medical record techniques and procedures, may substitute on a month-for-month basis for up to 1 year of experience. 

	·  Successful completion of post-high school courses for medical administrative personnel, obtained in a closely

supervised training program given by the Armed Forces may be substituted for experience on a month-for-month basis for up to 6 months provided the training program included courses in anatomy, physiology, and medical record techniques and procedures. 
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	SUPPLEMENTAL QUALIFICATIONS STATEMENT (Submit responses to the following factors on VA 5

4676a, Employee Supplemental Qualifications Statement or on a blank 8 ½ x 11 sheet of paper.) 

	·  Ability to analyze the medical record to identify all pertinent diagnoses and procedures for coding, and to evaluate
the adequacy of the documentation. This includes the ability to read and understand the content of the medical                                                                                                  record, the terminology, the significance of the comments, and the disease process/path physiology of the patient. 

	·  Skill in reviewing medical record documentation and assigning current versions of classification systems required in
the current position, such as ICD and CPT. 


	·  Advanced knowledge of the full scope of coding and abstracting including inpatient discharges, surgical cases,

diagnostic studies and procedures, outpatient encounters, and inpatient professional fees for a highly diversified                range of specialties and subspecialties. 

	·  Ability to operate a computer and/or word processor. 


	· Ability to communicate with clinical staff on coding and documentation issues such as recording inpatient and

outpatient diagnoses and procedures, the use of encounter forms, the correct sequencing of diagnoses/procedures,                                                 and/or the relationship between health care documentation and code assignment. 


	HOW TO APPLY 

	Internal Applicants
	External Applicants

	 FORMCHECKBOX 
VA Form 4078, Application for Promotion or Reassignment
	 FORMCHECKBOX 
Complete Resume

 FORMCHECKBOX 
OF-306, Declaration for Federal Employment

 FORMCHECKBOX 
Education Transcripts

	If previously employed by the Federal government:
	If you are claiming veteran’s preference



	 FORMCHECKBOX 
Copy of last SF-50, Notification of Personnel Action

 FORMCHECKBOX 
Copy of last performance appraisal
	 FORMCHECKBOX 
DD214, Certificate of Release or Discharge from Active Duty (member 4 copy)

 FORMCHECKBOX 
if claiming a 10 point preference, submit SF-15, Application for 10-point Preference (submit required documentation)


	APPLICANTS MUST MEET

	 FORMCHECKBOX 
physical requirements of the position; 

 FORMCHECKBOX 
be a citizen of the United States.
	 FORMCHECKBOX 
eligibility requirements for a background investigation

 FORMCHECKBOX 
be proficient in the written and spoken English language


	If you need additional information or have questions about this position, please contact, Christopher McIngvale, HR Specialist, at extension 13076.




ED LESKO
Acting Human Resources Officer
APPLICANTS PLEASE NOTE:   Education must be accredited by an accrediting institution recognized by the U.S. Department of Education in order for it to be credited towards qualifications (particularly positions with a positive education requirement.)  Therefore, applicants must report only attendance and/or degrees from schools accredited by accrediting institutions recognized by the U.S. Department of Education.  Applicants can verify accreditation at the following website: http://www.ed.gov/admins/finaid/accred/index.html  all education claimed by applicants will be verified by the appointing agency accordingly.

All applicants tentatively selected for VA employment in a testing designated position (TDP) or any individual in VA who has tentatively been identified for placement in a TDP and who has not immediately prior to the placement been subject to random testing or any individual serving on a temporary appointment who has applied for and been tentatively selected for conversion to permanent appoint in a TDP are subject to urinalysis to screen for illegal drug use prior to appointment. Applicants who refuse to be tested will be denied employment with VA.
	EQUAL OPPORTUNITY EMPLOYER:  Procedures to fill this position will be done without regard to race, creed, sex, age, national origin, or any other non-merit factors.








