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THE C OUN TY  OF S OLA NO
CLA SS  DESCRIP TI O N, 1999

MED IC A L REC OR DS  TECHN IC IA N 

D EFIN I TI ON 

U nder  gener al s upervision, per f or ms  routine cler ical wor k in maintaining medical char t
f iles ; r eceives , prepar es  and proces ses the r eleas e of medical inf or mation and s ubpoenas ;
per for ms  r elated duties  as  r equir ed.

D IS TI N GU IS HIN G C HA RA C TERI S TI CS 

This class  is  char acter ized by the r es ponsibility to receive, s or t and stor e documents , charts,
mater ials and information and to retrieve, dis tr ibute and pur ge f iles.  I ncumbents per form
f iles  maintenance activities  on manual and/or  automated filing and r ecord-keeping s ys tems.
This class  is  distinguished fr om Medical Recor ds  S upervisor by the latter ’s  respons ibility to
s uper vis e the oper ations of the County’s  medical r ecords  activities in accor dance w ith
establis hed policies  and procedur es .

EXA MPLES  OF D UTI ES 

D epending on as s ignment, duties  may include, but ar e not limited to the f ollow ing:

1. M aintains gener al filing f or  all closed chart recor ds ; r eview s files , r ecor ds and
documents f or  accuracy, completenes s  and cons istency of  infor mation recor ded; sor ts ,
s tores  and retr ieves  documents , r ecords, char ts, materials  and other  items by alpha,
numer ic, content or other  clas s if ication method; locates  mis s ing mater ial through
conducting a file search.

2. Receives  r eques ts for  and locates  medical inf ormation, r ecor ds, char ts  and mater ials;
r ecor ds dis tr ibution infor mation; pr ints  medical information stor ed on electronic media
or microfilm; distributes  files , mater ials and inf ormation us ing inter /intr a-off ice mail,
electr onic mail, cour ier or pos t of f ice.

3. S earches  f or mis placed medical recor ds , charts  and mater ials ; uses  indices and cr os s- 
r ef er ences  and/or conducts  s ear ch of  manual, microf ilm or electronic information
s torage sys tems  to locate infor mation.
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4. P ulls  char ts daily f or physicians ’ next day appointments , medication
monitoring/compliance, signed and dated consent for ms , and char t compliance with
County and State r egulations ; r eceives  and pr epares  orders  ( f or ms  in client Medical
Recor d char ts ) f rom dif fer ent divis ions w ithin the Mental Health D epar tment; ass ists
w ith chart pulls  f or  walk- in appointments ; updates  infor mation in char ts; pr epar es and
proces ses documents f or  M ental Health Medical Recor ds , including Childr en and Adult
progr ams .

5. Pulls old charts and destroys charts according to department policy; charts are
received throughout the day for refiling by terminal digit order; verifies closed
records in computer data base; distributes weekly and monthly reports to units and
departments.

6. Confers and responds to court/staff inquiries and/or public regarding Mental Health
issues according to Health and Social Services policies and procedures.

7. Answers and screens telephone calls for appropriate information; forwards calls to
appropriate individual or office; provides requested charts for doctors and other staff
members; receives information by written correspondence, telephone, or fax; prepares
order forms for clerical supplies.

8. Attends special County all staff meetings, activities or events regarding mental health
issues or medical records; assists in explaining and complies with Health and Social
Services policies, procedures, and/or regulations.

9. Operates and maintains equipment used in information and material storage and
retrieval systems (including computers, microfilm equipment, shredders, etc.); cleans
electronic storage media; maintains workspace and assists in organization of storage
areas to ensure maximum utilization of space.

10. Performs other routine clerical tasks as necessary, such as making copies, answering
the phone, relaying messages, routing calls and other public contact activities; sorts
and distributes departmental mail/unit mail.

QUA LI FIC ATI ON  GU ID ELI NES

EDU CA TIO N A ND /O R EXP ERI EN CE 

H igh s chool diploma or GED ; s upplemented by six ( 6)  months of  full- time work
exper ience in a recor ds  or  medical off ice that demons tr ates pos ses sion of  and competency
in requisite knowledge and abilities .
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K NO WLEDG E/A BI LI TIES

K nowledge of gener al of fice pr ocedur es  and pr actices; information/mater ial s torage and
r etrieval techniques ; r outine r ecor d-keeping methods; equipment us ed to maintain manual
and/or  automated inf ormation/material storage and r etrieval s ys tems; medical ter minology.

A bility to sort items  according to alpha, numeric, content and/or  other  clas sification
method; as s ign and/or  r ecord identif ication codes; stor e, maintain and retr ieve inf or mation,
r ecor ds, char ts  and mater ials; sear ch manual, micr ofilm or  electr onic inf or mation s tor age
s ys tems to locate inf or mation; oper ate typewr iter and data entr y, micr ofilm, copying and
s hr edding equipment; maintain logs, cr os s  r ef erence f iles and indices; update and pur ge
s torage sys tems  based on establis hed procedur es or  specific ins tr uctions; maintain accur ate
r ecor ds and document actions  taken; maintain confidentiality of  information; demons tr ate
tact and diplomacy in s tr ess ful s ituations; es tablish and maintain cooper ative w orking
r elationships .

SPECIAL REQUIREMENTS

Recruiting requirements may be set to test typing/data entry speed or equipment
operation skills, however, these skills are not the primary areas to be measured in the
selection process.

S UP PLEMENTA L IN F ORMA TIO N

N one.

ADA COMPLIANCE

Physical A b ilit y: Tasks involve regular and sustained performance of moderately
physically demanding work, typically involving some combination of climbing and
balancing, stooping, kneeling, crouching, and crawling, and that generally involves
lifting, carrying, pushing, and/or pulling of moderately heavy objects and materials (20-
50) pounds.

S en sory Req uirem en ts : S ome tas ks require visual per ception and dis cr imination.

Environm en t al Fact ors : Tasks are regularly performed without exposure to adverse
environmental conditions, such as dirt, dust, pollen, odors, wetness, humidity, rain,
fumes, temperature and noise extremes, machinery, vibrations, electric currents, traffic
hazards, toxic agents, violence, disease, or pathogenic substances.
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________________________
Human Resources Director

________________________
Date

S olano County is  an Equal Oppor tunity Employer .  I n compliance with the A mer icans  w ith
D is abilities Act, Solano County w ill provide r easonable accommodations  to qualif ied
individuals  w ith dis abilities and encour ages both prospective and curr ent employees  to
dis cus s potential accommodations with the employer .


