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Job Description Posting

(For Positions in CAW Local 555, Unit 1)



	JD #
	JD00693

	Pay Grade:
	4

	Title:
	Transcriptionist

	Unit/Project Description:

For Department use only.
	     

	Job Summary:
	Responsible for using a dictaphone to listen to recordings by physicians and other healthcare professionals dictating a variety of medical reports, such as emergency room visits, diagnostic imaging studies, operations, chart reviews, and final summaries. Transcribes dictated reports and translates medical jargon and abbreviations into their expanded forms.

	Purpose and Key Functions:
	· Use a dictaphone to transcribe a variety of documents and reports.

· Distinguish between homonyms, and recognize inconsistencies and mistakes in medical terms, referring to dictionaries, drug references, and other sources on anatomy, physiology, and medicine.

· Identify mistakes in reports, and check with doctors to obtain the correct information.

· Perform data entry and data retrieval services, providing data for inclusion in medical records and for transmission to physicians.

· Produce medical reports, correspondence, records, patient-care information, statistics, medical research, and administrative material.

· Return dictated reports in printed or electronic form for physicians' review, signature, and corrections, and for inclusion in patients' medical records.

· Upload reports to the hospital database system.

· Review and edit transcribed reports or dictated material for spelling, grammar, clarity, consistency, and proper medical terminology.

· Translate medical jargon and abbreviations into their expanded forms to ensure the accuracy of patient and health care facility records.

· Perform a variety of clerical and office tasks, such as handling incoming and outgoing mail, completing and submitting insurance claims, typing, filing, and operating office machines.

	Requirements:
	1 year Community College diploma in Medical Transcription or related field.

Requires 1 year of relevant experience.

	Assets:

For Department use only.
	 

	Additional Information:
	     


