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Walla Walla Community Hospice

1067 E. Isaacs Ave

Walla Walla, WA 99362

(509) 525-5561
Position Description:  Medical Records Coordinator
Accountable to:  Executive Director or designee
Responsibilities:  The medical records coordinator is responsible for opening, maintaining, and closing patient charts, and monitoring records; serves as resource person for medical record software; and assists with data collection and other administrative functions.
Qualifications:
· Possess a high degree of accuracy and close attention to detail

· Possess excellent verbal and written communication skills and basic computer skills 
· Ability to become proficient with medical records software
· Ability to assume responsibility for duties assigned and to complete them in a timely, organized manner with minimum supervision

· Must have a valid drivers’ license, current auto insurance, a good driving record, and the use of a reliable vehicle.  
· Must satisfy state and agency requirements for criminal background screenings

· Must be able to take direction, work independently and effectively as part of a multidisciplinary team in a positive, professional manner which supports the mission of the organization
Functions: This is a list of the major functions of the position for your guidance. It is not intended as a complete list, and may be modified verbally or in writing by the Executive Director at any time to reflect the changing needs of WWCH.

· Build admission packets; keep all forms updated

· Assemble patient charts at admission, including but not limited to distributing appropriate documents to staff, coroner, and physicians, entering information into appropriate databases
· Complete patient charts upon death or discharge, including but not limited to performing counts, proper notifications, and pre-audit procedures

· Complete final closure of charts
· File/scan all appropriate documents into patient charts

· Provide coroner with weekly current patient list
· Assist in maintaining current and accurate physician certification/recertification, face-to-face visit documents and other required documentation  and record in medical records software
· Coordinates the signing of documents by Medical Director

· Distribute and pick-up various patient chart documents and other documents in a timely manner; monitor for completeness 

· Perform assessment of record completeness and accuracy for compliance with Medicare/Medicaid requirements, organizational policy, and month-end billing; follow-up as needed

· Assist in gathering quality assurance data

· Complete patient charts upon death or discharge, including but not limited to performing proper notifications, and consolidating and closing files 
· Perform assessment of record completeness and accuracy for Medicare required Hospice Item Set (HIS)-Admission and HIS-Discharge records and submit them to CMS’s Quality Improvement and Evaluation System (QIES) Assessment Submission and Processing (ASAP) System in a timely manner.

· Monitor bereavement process from assessment and complete final closure of charts following bereavement services 

· Provide orientation training and on-going assistance on basic medical records software navigation for staff

· Coordinate staff notification and training sessions for medical records software revisions and updates

· Work with information technology coordinator in development of process for paperless patient charts

· Participate on Quality Assessment and Performance Improvement (QAPI) committee 

· Answer telephones and greet visitors as needed
· Assist with other duties as assigned

The position of Medical Records Coordinator is on an at-will basis.  This means that either the employee or the employer may terminate the employment relationship at any time, with or without notice or reason, unless expressly prohibited by law.
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