JOB VAGANGY ANNOUNGEMENT

IT IS THE POLICY OF THE GOVERNMENT THAT QUALIFIED REPUBLIC OF PALAU CITIZENS ARE GIVEN FIRST PRIORITY FOR
EMPLOYMENT CONSIDERATION; WITH UNITED STATES CITIZENS AND, SUBSEQUENTLY, THIRD COUNTRY NATIONALS UTILIZED
IN POSITIONS FOR WHICH QUALIFIED REPUBLIC OF PALAU CITIZENS ARE NOT AVAILABLE.

VA #: BPSS 2017-016R1 OPENING DATE: 03/20/2017 CLOSING DATE: Continuous
POSITION TITLE: MEDICAL RECORDS TECHNICIAN I
SALARY: GL-7/1-5, S 358.19- $396.88 B/W

LOCATION:

BUREAU OF PUBLIC HEALTH
MINISTRY OF HEALTH
KOROR, PALAU

SOURCE OF FUND: FEDERAL

DUTIES AND RESPONSIBILITIES:

e QOrganize and maintain patient records in a manner consistent with the requirements of all
components of the health care system: medical, administrative, regulatory, legal and ethical.
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Process patient admission and discharge documents.

Review records for accuracy, completeness and compliance with regulations

Enter data into computers regarding demographic characteristics, disease history,
diagnoses, and treatments.

Protect the security of medical records to ensure that confidentiality is maintained.
Collection of birth data and entry.

Collection of death data entry.

Coding of Deaths using ICD9.

Coding of discharges using ICD9 and CPT’s.

e Assist other records clerks and participate in development and enforcement of medical records
policies, regulations, procedures and guidelines by implementing established measures and
controls to ensure full compliance of records confidentiality and perform other duties as
assigned by supervisor.

MINIMUM QUALIFICATIONS AND OTHER REQUIREMENTS:

High School Diploma with at least one (1) year of work related experience.

Bureau of Public Service System (BPSS) PO Box 6011; Koror, Palau 96940 (680)767-2501 / (680)488-2566

Email: bpss@palaugov.orgWebsite: http://www.palaugov.pw/bpss

Application forms may be picked up and submitted to the Bureau of Public Service System office(s) located in the Ministry of Finance Office in

Koror or the Capitol Building, Melekeok.
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