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Department of Veterans Affairs
Canandaigua VA Medical Center

400 Fort Hill Avenue, Canandaigua, NY  14424


DEPARTMENT OF VETERANS AFFAIRS

VA HEALTHCARE NETWORK UPSTATE NEW YORK

Canandaigua, New York 14424

Vacancy Announcement Number 528F-09-017
Opening Date:  November 6, 2008     
                       Closing Date:     Until Filled
Position: Medical Records Technician, GS-0675-7 (target 8) or GS-0675-08 Functional Statement  

Permanent

Salary Range:              GS – 07        $36,822 - $47,864    GS-08        $40,779 – 53,012 per year

Duty Location:  Service Line, HIMS Department, Canandaigua, NY; however, selectee may be required to work at either VAMC Canandaigua or ROPC at the discretion of the agency.
Tour of Duty:  
Monday – Friday 8:00am-4:30pm.  Tour of duty is subject to change based upon program needs.
Area of Consideration:
All qualified candidates.
Relocation Expenses Authorized:  
No

Recruitment Bonus Authorizes:
No

Number of Vacancies:  
One (1.0)

Duties:  Certified coder (CCS or CPC, or credentialed HIMS Professional with RHIT, RHIA) with three (3) years of coding experience preferred. Performs quantitative/qualitative analysis of records to ensure all components of the records are present, accurate and comply with VA and JCAHO requirements. Ensures all documentation is present in appropriate format and sequence, identified and signed to meet JCAHO and VA requirements.  Accurate and complete coding remains the primary responsibility of the MRT Coder.  Correct identification and coding of the principal diagnosis (that condition established after study to be the reason for the admission), along with the coding of significant complication and/or comorbidities, and surgical/procedural information will determine the proper Diagnostic Related Group (DRG) for database and reimbursement while ensuring adherence to Medicare Fraud and Abuse guidelines.  The correct coding initiative must be followed whenever applicable.  Achieves a balance in quality and quantity with the goal of maintaining both elements at a prescribed level of efficiency.

Codes diagnoses, operations and procedures (inpatient and outpatient) which requires the incumbent to be knowledgeable in a variety of coding systems, such as the International Classification of Disease, Ninth Revision Clinical Modification (ICD-9-CM), Current Procedural Terminology (CPT-4) and HCPCS Level II Code Book (HCPCS), Diagnostics and Statistical Manual of Mental Disorders, 4th Edition (DSM-IV). 

Codes information from the medical records of patients to generate a clinical patient care database for the facility. Assures the maintenance and accuracy of diagnostic and procedural statistics for the facility as well as optimum appropriate reimbursement from the third party payers, by the timely and accurate coding of diagnoses and procedures utilizing the required classification systems.  Reviews the medical record to determine and assign the appropriate professional service codes for billing of professional fees to third party payers. Codes third party billing cases as a priority to ensure timeliness of the billing process by the Medical Care Cost Fund (MCCF).

Reviews and screens the medical record to abstract medical, surgical, laboratory, pharmaceutical, demographic, social and administrative data in a timely manner.  Ensures that all diagnoses and procedures that may impact the facility’s reimbursement are identified, documented by the physician, sequenced correctly, and coded in an accurate and ethical manner for optimum reimbursement.  Determines correct codes for routine and/or new and unusual diagnosis and procedures not clearly listed in ICD-9-CM and CPT. 

Works closely with members of the health care team to perform the coding activities with the highest degree of accuracy.  Conducts concurrent and retrospective coding and analysis.  Records are reviewed thoroughly for documentation of final diagnosis and procedures, complications and co morbid conditions, signatures and overall adequacy.  Incumbent ensures that physician documentation supports the diagnoses and procedures coded.  Incumbent is responsible for making sure that the record reflects all conditions for which the patient has received treatment. Also makes sure that all operations and procedures have been documented accurately and are related to the clinical diagnosis recorded.  Maintains confidentiality of all records and documents regarding patients.  Assists in the completion of coding and data review for the quarterly patient census and other special surveys as mandated by VA Headquarters and other authorized agencies.  

Quantitative and qualitative analysis of records to ensure all components of the records are present, accurate, and comply with JCAHO, NCQA, HCFA standards and VA requirements.  Ensures all documentation is present in appropriate format and sequence, identified and signed to meet standards, regulations, and VA requirements.  The MRT Coder will identify incomplete information in the record and notify the practitioner responsible for completing the deficiency in order that the record can be coded, abstracted and completed in a timely manner.    A complete copy of this functional statement is available in Human Resources.
QUALIFICATION REQUIREMENTS: 

Citizenship:  Citizen of the United States
Basic Requirements:  

1. Two years of experience that demonstrates the applicant’s ability to perform the work, or provides familiarity with the work.  Six months of the required 2 years of experience must have provided the knowledge, skills, abilities, and other characteristics (KSAs) needed to perform MRT work OR 
2. Successful completion of an associate’s degree with a major field of study in medical record technology/health information technology which was accredited by the American Health Information Management Association (AHIMA) at the time the program was completed OR 
3. Equivalent combinations of experience and education are qualifying.  The following educational/training substitutions are appropriate in this provision for combining education and experience:

a) Successful completion of an associate’s degree in a field of study other than medical records/health information will substitute for 18 months of the required experience.

b) Successful completion of a course for medical technicians, hospital corpsmen, medical service specialists, or hospital training, obtained in a training program given by the Armed Forces or the U.S. Maritime Service under close medical and professional supervision, may be substituted on a month-for-month basis for up to 1 year of experience.

c) Successful completion of a post-high school course of study in medical record technology, which includes courses in anatomy, physiology, and medical record techniques and procedures, may substitute on a month-for-month basis for up to 1 year of experience.  

d) Successful completion of post-high school courses for medical administrative personnel, obtained in a closely supervised training program given by the Armed Forces, may be substituted for experience on a month-for-month basis for up to 6 months provided the training program included courses in anatomy, physiology, and medical record techniques and procedures.

APPLICANTS PLEASE NOTE:  Education must be accredited by an accrediting institution recognized by the U.S. Department of Education in order for it to be credited towards qualifications (particularly positions with a positive education requirement.)  Therefore, applicants must report only attendance and/or degrees from schools accredited by accrediting institutions recognized by the U.S. Department of Education.  Applicants can verify accreditation at the following website: http://www.ed.gov/admins/finaid/accred/index.html.  All education claimed by applicants will be verified by the appointing agency accordingly. 

To receive credit for education, all pertinent college transcripts must be submitted with the application package. 

Knowledge, Skills and Abilities (KSA’s):  Please explain how your experience (including non-paid), education, training, job related honors and awards indicate you meet the rating factors.  All applicants should provide clear, concise examples that show level of accomplishment or degree to which they possess the KSA’s.
1. Thorough knowledge and skill in coding for inpatient and outpatient visits, including ICD-9-CM, CPT-4, HCPCS and DRGs.  Must be able to perform research for coding issues and possess thorough knowledge of coding principles, anatomy and physiology, and medical terminology.  Must be able to perform coding functions as needed to meet the needs of the organization.

2. Thorough knowledge of health information management principles, qualitative and quantitative analysis, and documentation standards of the medical record.

3. Thorough knowledge of computer systems, including Quadra Med, Vista, computerized medical record systems, and Microsoft applications.  

4. Ability to meet deadlines and prioritize schedules in order to meet the needs of the organization.  

5. Ability to communicate effectively both verbally and in writing with coworkers and healthcare providers.  Must be able to prepare reports and spreadsheets using word processing and Excel. 

6. Knowledge of Privacy Act of 1974 and HIPAA in order to ensure confidentiality and security of the health information.

You must submit complete responses of work examples for each of these KSA’s so that possession of these qualifications may be adequately determined for this position.   For written responses to KSA’s use VA Form 5-4676a, “Employee Supplemental Qualifications Statement” or plain paper.
Employment Programs for People with Disabilities are programs for people with a physical or mental impairment that limits one or more major life activities.  You must provide documentation from a state or Federal vocational rehabilitation office, dated within one year, which certifies your ability to perform the duties of the position as described in the description of duties.

Drug Testing:  If this is a testing designated position (TDP) under the VA Drug-Free Workplace Program, and if you are tentatively selected for the position and are not now in a TDP subject to random testing, you may be subject to urinalysis to screen for illegal drug use prior to final selection.  Applicants who refuse to be tested will not be selected. 

Background Investigation: Appointment to this position is contingent upon satisfactory completion of the required background investigation. 

Selective Service:  To be eligible for Federal employment, male applicants born after December 31, 1959, must certify at the time of appointment that they have registered with the Selective Service System, or are exempt from having to do so under Selective Service law.

Reasonable Accommodation:  This agency provides reasonable accommodation to applicants with disabilities.  If you need reasonable accommodation for any part of the application and hiring process, please notify the servicing Human Resources Office.  The decision on granting reasonable accommodation will be made on a case-by-case basis.  

How to Apply:  Your completed application must be received at the address below by the closing date of the announcement in order to receive consideration:

Canandaigua VA Medical Center

Human Resources Office (05)

400 Fort Hill Avenue

Canandaigua, NY 14424

Applicants: Please use the checklist below to ensure that all necessary application materials for consideration are submitted.
	 FORMCHECKBOX 

	Your choice of: a resume or Optional Application for Federal Employment (OF-612). If you are submitting a resume, it MUST include the following:

	
	 FORMCHECKBOX 

	Announcement Number.

	
	 FORMCHECKBOX 

	Full legal name and complete mailing address.

	
	 FORMCHECKBOX 

	Daytime as well as evening telephone numbers, including area code.

	
	 FORMCHECKBOX 

	Country of Citizenship.

	
	 FORMCHECKBOX 

	Social Security Number.

	
	 FORMCHECKBOX 

	For experience most relevant to the position, include name and address of employer, job title, starting and ending dates (month and year), average hours worked per week, supervisor’s name and telephone number, and a description of your duties. If the position is (was) with the Federal government, state series and grade or pay level. Indicate if we may contact your current supervisor. Submit current or last Standard Form 50-B, “Notification of Personnel Action.”

	
	 FORMCHECKBOX 

	For all colleges/universities attended, provide name, location and dates of attendance. Please submit a transcript.

	
	 FORMCHECKBOX 

	Description of training, honors, awards, recognition, license or certification relevant to the position.

	 FORMCHECKBOX 

	Written response to the rating factors/KSA’s use VA Form 5-4676a, “Employee Supplemental Qualifications Statement” or plain paper;

	 FORMCHECKBOX 

	OF-306, Declaration for Federal Employment. New regulations require that all applicants for federal employment must complete the OF-306; therefore, application materials submitted without this form cannot be processed. 

	 FORMCHECKBOX 

	If you are a Veteran, please provide a copy of your DD-214 showing character of service – Member 4 copy. If you are claiming 10-point veterans’ preference, please submit the Application for 10 Point Veteran Preference (SF-15) with the required documentation.

	 FORMCHECKBOX 

	Applicants applying as reinstatements must also submit SF-50B, “Notification of Personnel Action,” reflecting their prior status.

	 FORMCHECKBOX 

	Applicants must complete the supplemental qualification statement that will be included in the application package.


Incomplete Application Packages: Failure to submit a complete application package prior to the close of the announcement, as stated above, will result in your application not being rated and automatic disqualification from consideration. 

No Postage Paid Envelopes: Applications mailed using government postage and/or internal federal government mail systems are in violation of VA and postal regulations will not be accepted. 

For Information Contact:  Benita Allen in Human Resources at 585-393-7765.
Interviews:  Any interviews that may be conducted for this position will use the Performance Based Interviewing (PBI) process.  Further information is available at www.va.gov/pbi.
Equal Employment Opportunity:  Selection for this position will be based solely on merit without regard to race, color, religion, age, gender, national origin, political affiliation, disability, sexual orientation, marital or family status or other differences. 
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