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JOB DESCRIPTION TITLE:
Medical Records Manager

RESPONSIBLE FOR:
All Medical Records Porters, Drivers, Clerks, Analysts Data Entry Clerks, Medical Records Technician, Statistician, Senior Clerks and Supervisors
ACCOUNTABLE TO:


Programme Director
JOB DESCRIPTION:


1.0 JOB SUMMARY:

1.1 To take technical and managerial responsibility for the organization and operation of a comprehensive medical records and information service.

1.2 To concentrate on the development and improvement of the departments services and efficiency.

2.0 DUTIES AND RESPONSIBILITIES:
2.1 Plan, coordinate and direct the activities of 50 staff involved in the Medical Records function:

· Medical Records Library

· Data Entry and Eligibility Update

· Diseases/Clinical Coding and Indexing

· Chart Analysis

· Doctor’s Incomplete Records

· Statistics and Management Information

2.2 Develop policies and procedures in accordance with MSD Standards.  Ensure standardization of tasks and efficient use of manpower.

2.3 Initiate and maintain systems which provide information on patients to persons involved in the immediate or future case of the patient and maintain records in a confidential environment.

2.4 Design and carry out studies/surveys to measure the acceptability and effectiveness of the services, reporting and making recommendations in order to achieve an increased standard of service: investigate complaints and suggestions regarding the service.

2.5 Appraise systems and procedures, initiating changes and improvements with a view to promoting the use of modern techniques and technology.

JOB DESCRIPTION: (Cont’d)
2.6 Design and implement systems which record patient contracts, process and present this information.  Gather present and intercept patient activity information for routine publication and ad hoc request to management and clinical researchers.  Provide skilled trained coding staff to abstract and code data from clinical records.  Assist medical staff and other authorized persons with research projects.

2.7 Provide advice on design and use of forms and documentation associated with the patient care process.  In order to maintain records which are consistent with the established standards.

2.8 Recruit, motivate, counsel and discipline staff, identify training needs and plan appropriate schemes to meet present and future needs: participate in training and education of Saudi Arabian trainees and undertake performance appraisal.

2.9 To be actively involved in cooperating with all departments to achieve the overall objectives of the Programme. To discuss with key personnel from other departments the coordination of the services and improving systems of mutual concern.

2.10 To participate in the formal programme of staff orientation providing information to staff from other departments with respect to their responsibilities for medical records.

2.11 Attends any ECP/Disaster Plan call out as requested.

2.12 Ensures confidentiality of the patient’s history, departmental and hospital business.

2.13 Any other duties consistent with the role and grade of the post.

3.0 HOURS OF WORK:
48 hours per week as arranged by the department.
JOB DESCRIPTION: (Cont’d) 
4.0 REQUIREMENTS:
4.1 Qualifications or Relevant Experience:
4.1.1 Associate Degree in Medical Records Technology or equivalent.

4.2 Personal Qualities:
4.2.1 Self motivated, dynamic and enthusiastic with good communication skills.

4.2.2 Must be able to work in an environment of different cultural educational and religious backgrounds and to display tack understanding and tolerance towards such differences.

4.3 Experience:

4.3.1 Must have three (3) years previous experience in a medical records department preferably in a Manager role.

5.0 TERMS AND CONDITIONS:
5.1 Performance evaluated, utilizing the Individual Performance Review annually.

5.2 As laid down by the Hospital Programme and subject for amendment.  Remuneration will be commensurate with the category and grade as indicated above.

NB:  This job description is not exhaustive, and is intended as a general guide.  It exists in conjunction with a more detailed breakdown of day- to-day duties. 
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