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Job Description Posting

(For Positions in CAW Local 555, Unit 1)



	JD #
	JD00080

	Pay Grade:
	2

	Title:
	Records Scanner (I)

	Unit/Project Description:

For Department use only.
	     

	Job Summary:
	Responsible for scanning medical documents to electronic medical records and maintaining patient paper charts.

	Purpose and Key Functions:
	· Scan and upload paper reports and documents.

· Create and maintain electronic patient folders.

· File, maintain, purge, and repair patient paper charts.

· Destroy inactive paper charts according to established procedures and guidelines.

· Retrieve paper or electronic chart reports at on-site and off-site locations as requested by clinicians. 

· Write formal notes and records such as procedures for scanning and uploading documents.

· Gather and compile information received from hospitals, labs, or community health agencies.

· Prioritize requests from health professionals requesting patient reports.

· Respond to or redirect routine inquiries.

· Set up and maintain filing systems, both electronic and hard copy.

· Classify, sort, and file correspondence, records, and other documents.

· Update and maintain confidential files and records.

· Handle sensitive material in accordance with established policies.

	Requirements:
	1 year Community College diploma in Office Administration or related field.

Requires 1 year of relevant experience.

	Assets:

For Department use only.
	      

	Additional Information:
	     


