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PUYALLUP TRIBAL HEALTH AUTHORITY

JOB ANNOUNCEMENT



JOB TITLE:

Health Records Clerk-Emergency Hire/Temp
FLSA STATUS:
Non-Exempt
REPORTS TO: 
Health Records Manager



DEPT:

Health Records
OPEN DATE: 
December 28, 2011




CLOSE DATE:
Open Until Filled


GENERAL FUNCTION:  Physically deliver and retrieve charts (on foot) to all on-site departments, in 20 minute intervals and correctly interpret routing slips to ensure correct delivery of charts.
ESSENTIAL JOB FUNCTIONS:
	· Adhere to strict confidentiality rules, policies and procedures.

	· Accurately read routing slip and pick up and deliver charts to and from all on-site departments in a timely manner. 

	· Stamping, alpha and numeric sorting and filing of loose material with 100% accuracy.

	· Place charts in numeric order and file charts according to department protocol.  

	· Must be detail oriented and able to work in an organized, timely manner with minimal supervision.




MINIMUM REQUIREMENTS (EDUCATION AND EXPERIENCE): 
High school diploma or GED.  Three months work experience, or equivalent education, or combination of experience and education, within the last two years, working with medical records in a medical records department or physician’s office.


TO APPLY: 

A PTHA employment application is required (resume optional).  Applications are available in the Human Resource Department or on the PTHA website.  Completed applications must be submitted to the Human Resource Department by 5:00 pm on the closing date.  We are an Equal Opportunity Employer while practicing Native preference according to law.  

PTHA-Human Resource Department

Kwawachee Counseling Center, Bldg #4, 1st Floor

2209 E 32nd Street
Tacoma, WA 98404

Phone (253) 593-0232 ext 516
Fax (253) 593-3479
Email: hr@eptha.com
Website: www.eptha.com 

Because of the large number of applications that may be received, not everyone who applies for a vacant position will be interviewed. Only those interviewed will receive notification when the position is filled or closed.
PTHA IS AN ALCOHOL/DRUG FREE WORKPLACE and SMOKE-FREE ENVIRONMENT                          
