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IDENTIFICATION
Department Position Title
Position Number Community Division/Region
48-13569 Inuvik Patient Gare Services /
PURPOSE OF THE POSITION

The Health Records Clerk 2 provides clerical and administrative support to the Inuvik Regional
Hospital Health Records unit to ensure availability of medical records to authorized persons,
while adhering to confidentiality guidelines.

SCOPE

The Northwest Territories Health and Social Services Authority (NTHSSA) is the single provider
of all health and social services in the Northwest Territories (NWT), with the exception of Hay
River and Thcho regions, covering 1.2 million square kilometers and serving approximately
43,000 people, including First Nations, Inuit, Metis, and non-indigenous. Health and social
services (HSS) include the full range of primary, secondary and tertiary health services and
social services including family services, protection services, care placements, mental health,
addictions, and developmental activities, delivered by more than 1,400 HSS staff.

The Inuvik Regional Hospital (IRH) is an accredited facility and provides serves to adult and
children residents in the Beaufort Delta Region. The IRH recognizes the health hazards
associated with tobacco in the workplace, both to smokers and non-smokers alike. Therefore,
IRH maintains a tobacco free environment within the building and throughout the property.

Located in Inuvik, the Health Records Clerk 2 (Clerk) reports to the Manager, Health
Information Systems and is the initial contact for health data or information from staff, the
general public, other Authority community health centers, other hospitals and healthcare
providers within and outside the NWT. The incumbent has an impact on the public’s perception
of the NTHSSA'’s practices regarding privacy and security of personal health information. The
Health Records Clerk 2 is responsible for clinical documentation, electronic creation, retention,
chart completion and non-billable medical releases of information.
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The Health Records Clerk 2 is responsible for clinical document management (document edit,
distribution, chart completion, uploading to EMR (Electronic Medical Record) and access to
authorized medical providers. This position complies with the Government of the Northwest
Territories (GNWT) Access to Information and Protection of Privacy (ATIPP) Act privacy
legislation and Northwest Territories Health and Social Services Authority (NTHSSA).

The Clerk is responsible for chart requests and deliveries throughout the hospital to authorized
users, as well as transferring information to clinics, Health Centers and other health facilities.
The Clerk is also responsible for governing a unique patient numbering system, and for
processing transcriptions. The incumbent will merge patient information and eliminate
duplicate patient identification numbers in both electronic and paper systems. Processing
patient charts and documents often requires lengthy periods of sitting or standing,
concentration and attention to detail.

The incumbent has regular contact with individuals with a wide variety of professional
backgrounds, personalities and temperaments, and experiences frequent interruptions from
the telephone and face-to-face inquiries.

RESPONSIBILITIES

1. Provide clerical support for patient medical records; process all inpatient and
ambulatory care patient documentation accurately and efficiently.

e Processing includes sorting, separating, assembling, and filing according to department
procedures.

e Assemble and file medical reports and documents in an established order within the
correct patient chart for health care professionals. Errors may lead to inaccurate
diagnosis and treatment.

e Assist with the process of gathering charts for studies, audits, and for physicians'
completion.

e Sort and assemble Day Surgery records and upload specific documents to Medipatient
for coding.

e Assemble inpatient chart and upload specific documents into Medipatient for coding.

2. Produce quality transcribed clinical documents of patient information accordingly.
¢ Ensure timely turnaround of Physicians dictations.
e Upload transcribed records into EMR and link to the appropriated care provider.

3. Sort, scan and upload to EMR.

e Ensure that all health records from clinics, Digital Imaging (DI) are scanned, uploaded
to the patient chart in EMR on a daily basic.
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4. Reception support: answer telephones and assist public and staff that come to the
Health Records unit.
e Provide information to callers or refer calls as appropriate.
e Provide service to varied users of patient records and be required to discern who is
authorized to access patient information.

5. Administrative support.
e File and retrieve charts when designated staff are not available or require assistance.
e Answer the telephone in a professional manner and re-direct calls as appropriate.
e Shred confidential information as requested.
e Prepare charts for storage.
e Collect charts from off-site storage.
e Other clerical and administrative duties as requested

WORKING CONDITIONS

Physical Demands
No unusual demands.

Environmental Conditions

No unusual conditions.

Sensory Demands
No unusual demands.

Mental Demands

No unusual demands.

KNOWLEDGE, SKILLS AND ABILITIES

¢ Knowledge of general reception, filing and office procedures.

¢ Knowledge of, and/or the ability to obtain knowledge of medical terminology.

e Knowledge of privacy and confidentiality practices and the ability to adhere to the
expectations of maintaining client privacy and confidentiality.

e Computer skills including applications using Microsoft programs, internet and email.

e Interpersonal and customer service skills.

e Ability to be self-directed, meet deadlines, manage interruptions and prioritize work.

e Ability to be flexible and contribute positively within a cooperative team environment.

e Ability to listen, understand and respond effectively to other people, and to help or serve
people in an effective, tactful manner.
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e Ability to commit to upholding and consistently practicing personal diversity, inclusion and
cultural awareness, as well as safety and sensitivity approaches in the workplace.

Typically, the above gqualifications would be attained by:

The completion of grade 12 and one (1) year of related health care experience.

Equivalent combinations of education and experience will be considered.

ADDITIONAL REQUIREMENTS
Position Security

(1 No criminal records check required
Position of Trust - criminal records check required
(] Highly sensitive position - requires verification of identity and a criminal records check

French language (check one if applicable)

(] French required (must identify required level below)
Level required for this Designated Position is:

ORAL EXPRESSION AND COMPREHENSION

Basic (B) O Intermediate (I) O Advanced (A) O
READING COMPREHENSION:

Basic (B) O Intermediate (I) O Advanced (A) O
WRITING SKILLS:

Basic (B) O Intermediate (I) O Advanced (A) O

(] French preferred

Indigenous language: Indigenous Language - Not Specified

(] Required
Preferred
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