EASTERN OKLAHOMA MEDICAL CENTER 

Position Description

POSITION:  Health Information Manager



DATE:  05/2021
DEPARTMENT:  HIM


________________________________________________________________________________

Position Summary:
Manages department particularly directing and supervising the functions of HIM. Reports directly to the CFO.
Position Accountabilities:
1. Plan, organize, and direct department functions and activities.

2. Prepare and recommend department operating budget and ensure department operates within allocated funds.
3. Keeps CEO and CFO informed of departmental activities.

4. Oversees accumulation of data for monthly reports for records completion, physician delinquent records, coding completion, and other reports as requested.
5. Assists with the completion of patient billing. Ensuring that the finalization of the patient bills are correct and reported timely to the billing office. 

6. Develop process for effective and efficient Patient Access. 

7. Ensures that required information is uploaded into the system for Core Measures reporting in a timely manner. Communicates efficiently and effectively with other staff members involved in Core Measures reporting. 

8. Selects, trains/supervises departmental staff. Develops competency testing for staff in HIM, conducts competency training at the end of department orientation for new staff as well as annual competency training for all staff. 

9. Manage the work of transcription, release of information, filing, scanning of charts for the electronic health record as well as any outsourced entities, etc. 

10. Participates in QAPI program. 

11. Acts as liaison between LCHA business office.
12. Participates in professional activities and maintains professional affiliations to keep abreast of trends/changes in regulations.
13. Performs other duties as directed/required.

POSITION QUALIFICATIONS: 
	Minimum Education
	Bachelor’s Degree in HIM preferred

	Experience:
	At least 5 years’ experience in a hospital setting.

	Required Courses/Training 
	HIM.

	Required Certification/Registration
	AHIMA Certification preferred.

	Skills
	Computer and office equipment general knowledge. Displays leadership and motivates employees.

	Physical Demands 
	Lifts supplies/equipment up to 50 lbs, sitting, walking, and stooping.

	Working Conditions:
	Pleasant office environment.


Health Care Professional Acknowledgement:
I have reviewed my job description and agree to perform all duties mentioned to the best of my ability. I understand my job duties may change as the needs of the department change. I further agree to notify my immediate supervisor, if I am unable to complete any of my job duties in a timely manner.
The employee is expected to adhere to all agency policies and to act as a role model in adherence to agency policies.

The above statements are intended to describe the general nature and level of work being performed.  They are not intended to be construed as an exhaustive list of all responsibilities.

I have read, understood and had the opportunity to ask questions regarding this position description.

___________       ______________________                ______________________

Date                     Employee Signature                          Employee Printed Name
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