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1. IDENTIFICATION 
 
Position No. Job Title Supervisor’s Position 

10-12498 Health Record Technician  Manager Health  Records 

 

Department Division/Region Community Location 

Health  Medical Records Rankin Inlet  Kivalliq Health Centre 

 

FreeBalance Code: 10654 01 3 320 1000000 01 1000        eP Code: 10617-03 

 

 

2. PURPOSE  
 

Main reason why the position exists, within what context and what the overall end result is. 

Analyzing, coding, abstracting, and reporting health information for Kivalliq Health Centre; 

in accordance with national standards, government privacy and health legislative, Health 

policies, directives and guidelines.  To provide accurate, timely and complete clinical data 

for decision support of program evaluation, service utilization, and patient care outcomes. 

 

 

3. SCOPE 
 

Describe the impact the position has on the area in which it works, or if it impacts other departments, the 

government as a whole, or the public directly or indirectly.  How does the position impact those 

groups/individuals, the organization and/or budgets?  What is the magnitude of that impact? 

This position is located at the Kivalliq Health Centre in Rankin Inlet.  Under the direction of 

the Manager, Health Information & Registration, this position is responsible for providing 

professional expertise in clinical data compilation and reporting for all hospital admissions; 

whose data quality impacts on national databases integrity utilized for monitoring health 

trends, funding and strategic planning.  Timeliness of reporting can affect Department 

revenues, and the level of accuracy impacts validity of decision-making.  The Health Record 

Technician ensures patient care documentation is completed to protect the medico-legal 

interests of all Kivalliq region physicians and Health Centre health care providers.  The 

Technician exerts controls in access to and release of information for the protection of 

patient privacy and confidentiality. 

 

 

4. RESPONSIBILITIES 
 

Describe major responsibilities and target accomplishments expected of the position.  List the responsibilities 

that have the greatest impact on the organization first and describe them in a way that answers why the 

duties of the position are being performed.  For a supervisory or management position, indicate the 

subordinate position(s) through which objectives are accomplished. 

Codes diagnoses and clinical interventions in compliance with International 
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Classification of Diseases (ICD-10) (ICD-9)and Canadian Classification of 

Interventions (CCI) principles, rules and standards by: 

 

- Reviewing medical documentation of hospital admission and ambulatory care 

(emergency) patient cases; including discharge summaries, emergency reports, medical 

histories and physical examinations, progress notes, consultations, labour and delivery 

records, operative reports, medication and diagnostic reports. 

- Selecting the most accurate and specific ICD-9 and ICD-10/CCI codes which best 

describe patient’s condition and treatment. 

- Assigning appropriate type to each diagnosis to ensure correct case mix grouping; i.e. 

most responsible diagnosis, pre/post-admit co morbidity, or secondary diagnosis. 

- Identifying the principle clinical intervention. 

- Recording diagnoses and interventions, and corresponding codes, on Health Centre 

Admission or Outpatient Service Reports government forms, and submitting reports to 

Dept. of Finance for insurance claims processing within established time frames. 

 

Abstracts hospital admission and ambulatory care patient cases, to data quality 

standards, for reporting to the Canadian Institute for Health Information by: 

 

- Initiating monthly downloads from computerized admission/discharge/transfer system 

(MediPatient) to electronic health records abstracting system (Med2020 WinRecs), and 

verifying period-end batch interface. 

- Confirming accuracy of admission and discharge dates/times, and assigning correct 

patient service. 

- Entering or verifying on computerized abstracting system the mandatory national data 

elements, Territory specific data elements, and designated optional data; in accordance 

with Canadian Institute for Health Information (CIHI) reporting requirements. 

- Submitting abstracts electronically to appropriate CIHI national clinical administrative 

databases within established monthly and year-end closure deadlines. 

- Receiving and reviewing default reports; corrects and resubmits abstract as necessary to 

ensure integrity of databases. 

- Maintaining health records abstracting system (Med2020 WinRecs); updates tables, and 

ensures patches/upgrades are timely installed in collaboration with software vendor and 

government computer services. 

 

Coordinates the chart completion process for discharged patients to ensure patient care 

documentation is accurately completed in a timely manner by: 

 

- Performing quantitative analysis on discharged inpatient and day surgery charts to 

identify deficiencies in patient care documentation; in reference to requirements of 

relevant legislation, bylaws and rules, policies and standards. 

- Notifying doctors and other health care professionals of any charting deficiencies needing 

correction, to confirm health records are completed. 

- Conducting regular counts of incomplete records and circulating notices, to enable 

committee control monitoring of policy compliance. 

- Maintaining health record filing system of incomplete charts. 

- Verifying a Health Centre Admission or Outpatient Services Report government form is 
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received from Registration services for each discharged patient.  Checking the accuracy 

of required data on the Health Centre Admission or Outpatient Service Reports forms, 

and submitting forms daily to medical billings officer.  Notifies Registration supervisor 

of any corrections required on the computerized admission/discharge/transfer system. 

 

Provides centralized control of records transfers between Hospital and agencies, in 

accordance with privacy and confidentiality requirements, by: 

 

- Receiving and responding to verbal or written request to release health records/patient 

information to various agencies; including other health care facilities, care providers, 

coroners, police, lawyers, insurance carriers, and researchers. 

- Ascertaining appropriate authorization. 

- Soliciting and processing patient information from other agencies, per authorized request, 

to facilitate continuity of care. 

 

Provides support to research activities by: 

 

- Conducting data retrieval from health record files and computerized databases.  

Analyzing data and producing custom reports, as requested; for clinical studies, program 

evaluation, and service utilization. 

- Ensuring all monthly, quarterly, and annual Health Centre reports are downloaded from 

the Canadian Institute for Health Information website, and appropriately stored.  Provides 

interpretation of CIHI reports to users. 

 

Performs other duties such as: 

 

- Participating in continuous quality improvement activities. 

- Assisting with orientation of staff to Health Records. 

- Participating in committees and work groups, as required. 

 

 

 

 

 

 

 

 

 

 

5.  KNOWLEDGE, SKILLS AND ABILITIES 

Describe the level of knowledge, experience and abilities that are required for satisfactory job performance. 

Knowledge identifies the acquired information or concepts that relate to a specific discipline.  Skills describe 

acquired measurable behaviors and may cover manual aspects required to do a job.  Abilities describe natural talents 

or developed proficiencies required to do the job. 

These requirements are in reference to the job, not the incumbent performing the job. 

- Graduate of an approved program in Health Information Management or Health Records 
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Technology, recognized by the Canadian Health Information Management Association 

(CHIM), and a CHIMA member in good standing.  

- “CHIM” professional certification with the Canadian College of Health Information 

Management is mandatory. 

- Sound knowledge of personal/health information privacy legislation and principles; and 

confidentiality practices. 

- Current knowledge of medical terminology, anatomy and pathophysiology is required to 

enable clear understanding and appropriate interpretation of clinical information. 

- Knowledge of ICD-10/CCI current coding standards, case mix grouping (CMG) and 

resource intensity weighting (RIW) methodologies. 

- Ability to interpret CIHI reports, analyzes data, and converts raw data into meaningful 

information for end-users to facilitate effective decision support. 

- Computer proficiency in electronic abstracting (preferably Med 2020 Win Recs). 

- Computer skills in word-processing, database management, spreadsheet and report 

writing software (e.g.MS office, Word, Excel, Access, Crystal Reports). 

- Familiarity with MediTech software is an asset 

- Must demonstrate attention to detail, and possess exceptional organizational skills, with 

the ability to independently prioritize and meet workload demands in a timely accurate 

manner. Ability to readily adapt to change. 

- Good interpersonal skills to maintain cooperative working relationships and team effort 

in achieving objectives. 

 

 

 

6.  WORKING CONDITIONS  
 

List the unavoidable, externally imposed conditions under which the work must be performed and which 

create hardship for the incumbent.  Express frequency, duration and intensity of each occurrence in 

measurable time (e.g. every day, two or three times a week, 5 hours a day). 

 

 

Physical Demands 

 

Indicate the nature of physical demands and the frequency and duration of occurrences leading to physical 

fatigue or physical stress. 

Filing and retrieval of records – the reaching, stooping and bending requires a physically fit 

person. 

Periods of work on computers could result in physical stress such as eye strain and wrist 

strain. 

 

Environmental Conditions 

 

Indicate the nature of adverse environmental conditions to which the jobholder is exposed, and the frequency 

and duration of exposures.  Include conditions that increase the risk of accident, ill health, or physical 

discomfort. 

This position is not exposed to adverse environmental conditions. 
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Sensory Demands 

 

Indicate the nature of demands on the jobholder’s senses.  These demands can be in the form of making 

judgements to discern something through touch, smell, sight, and/or hearing.  It may include concentrated 

levels of attention to details though one or more of the incumbents’ senses. 

Requires extensive reading of medical information and intense attention to detail. 

Prolonged periods of personal computer data entry. 

 

Mental Demands 

 

Indicate conditions within the job that may lead to mental or emotional fatigue that would increase the risk 

of such things as tension or anxiety. 

The incumbent deals with many physicians with high turnover and other staff members with 

varying personalities; all who are normally in a hurry and require prompt responses to their 

requests. 

Ongoing reporting deadlines and frequent interruptions. 
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7.  CERTIFICATION 
 

 

 

__________________________________________ 

Employee Signature 

 

 

 

Printed Name 

 

 

 

 

 Manager, Health Records 

 

Supervisor Title 

 

 

 

Supervisor Signature 

 

 

 

Date:   Date   

I certify that I have read and understand the 

responsibilities assigned to this position. 

 

I certify that this job description is an accurate 

description of the responsibilities assigned to the 

position. 

  

  Deputy Head Signature 

 

  

Date 

 

I approve the delegation of the responsibilities outlined herein within the context of the attached organizational 

structure. 

 

 

 

8.  ORGANIZATION CHART 
 

Please attach Organizational Chart indicating incumbent’s position, peer positions, subordinate 

positions (if any) and supervisor position. 

 

 

“The above statements are intended to describe the general nature and level of work being 

performed by the incumbent of this job.  They are not intended to be an exhaustive list of 

all responsibilities and activities required of this position”. 


