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Medical Transcriptionist I
Job Description

Nature of the Work

· Listen to dictated recordings made by physicians and other health care professionals.  Understand and accurately transcribe them into medical reports, correspondence, and other administrative material in a format that is clear and comprehensible for the reader.  

· Using a headset, keyboard, and foot pedal, key the text into a personal computer, editing as necessary for grammar and clarity.

· Documents may include discharge summaries, history and physical examination reports, operative reports, consultation reports, autopsy reports, diagnostic imaging studies, progress notes, and referral letters.

· Return transcribed documents in a timely manner to Sandia Medical Transcription Quality Assurance for QA review and approval to send to client.

Minimum Knowledge Necessary

· Must understand medical terminology, anatomy and physiology, diagnostic procedures, pharmacology, and treatment assessments.  

· Must be able to translate medical jargon and abbreviations into their expanded forms.  

· Must possess excellent research skills, utilizing both printed and electronic media.

· Must be familiar with Medical Transcription standards that apply to the style of medical records.

· Must be able to secure confidential patient data in a manner compliant with HIPAA standards.

Working Conditions

· Depending upon the opportunity, the transcriptionist may work in a hospital, physician’s office, clinic, laboratory, medical library, government medical facility, or their own home.

· Schedule requires the flexibility to work irregular hours – including part time, evenings, weekends, or on call at any time.
· If cassette technology is used by the client, transcriptionist may be required to provide courier service and on-site printing and filing service.

Hazards

· Work as a transcriptionist presents hazards from sitting in the same position for long periods.  Workers can suffer wrist, back, neck, or eye problems due to strain and risk repetitive motion injuries such as carpal tunnel syndrome.  The constant pressure to be accurate and productive also can be stressful.

Required Training and Experience
· Postsecondary training in medical transcription.

· Coursework in anatomy, medical terminology, legal issues relating to health care documentation, and English grammar and punctuation.

· Minimum 2 years experience as a medical transcriptionist.

Other Qualifications

· Completion of a 2-year associate degree or 1-year certificate program in medical transcription a plus.

· Previous experience as a nurse or medical secretary.

· Designation as a CMT (Certified Medical Transcriptionist) through AHDI (Association for Healthcare Documentation Integrity).

· Designation as an RMT (Registered Medical Transcriptionist) through AHDI (Association for Healthcare Documentation Integrity).

Advancement Opportunities

· Depending upon the transcriptionist’s proven track record of dependability, speed, and accuracy, as well as other factors for success, the following opportunities may become available:

· Medical Transcriptionist II

· Quality Assurance Coordinator

· Franchise Owner
· Sales and Marketing Manager

Earnings
· Compensation is based on production.  
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