7. Co-operation with all other departments in the matter of records.
8. Participation in educational and training programme.
§TATISTICAL ASSISTANT (OR ASSISTANT MEDICAL RECORD
OFFICER)

I. Disposal of all letters received in the department. -

2. Maintenance of files for dltterenl subjects dcall with in the
N v department, : :

", 3. Scrutiny of Slatlsucal returns compiled by ch Admission and
Dlscharge Analysis Desk and the Medical Statistics Dcsk

4. Forwarding of slaxxstu,al returns. to the D. G H.S. and other
. ;wcnues

H

: Control of turmture, linen and stationery items through proper
E nnvemory, preparauon of monlhly lndents for these items,

3 6. Supervnsnon of the dcpartmem work in the absence of Medical
‘ RccordOﬂ'cer L .

7. Parlncnpatxon in the training programmes ot the department.
MEDICALRECORD TECHNICIAN ,
1. Compilation df"daiz';if‘on_j rcsearéh from records..

! , 2 .Préparalion'of statistical reports.
MEDICAL RECORD STAFF ’

3. Review of medical records to ensure presence of all component.
MEDICAL RECORD OFFICER

. 4. Coding discases and operations’ accordmg to. lhe accepted
. Management of Medical Record Department (including Central’ classlhcanons . ,
Admitting and Enquiry Office). .. L
‘ ‘ , 5. Maintenance of indexes accordmg to the planned procedure.
2. Development, analysis and technical evaluation of clinical:

records. 6. Preparation of Daily Hospital Census.

3. Development of secondary records (i.c. indexes of various typ 7. Analysis °t T ecords of dlscharged paticnts.

4. Preservation of medical records. 8. Analysxs of admlssxons.

5. Development of statistics. 9.. Compilation of monthly.and annual statistical reports.

6. Assistance to the medical staff, 16.Computation of rates, percentages, elc,
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11. Maintenance of Birth Registers.

12.Maintenance of Death Registers.

13.Scrutiny of Birth and Death Reports received from the wards.
14, Supervision of Incomplete Records Control Desk.
15.Supervision of Filing Area,

16. Instructing new cnip_toyees in._ the procedures of their jobs.
17.Checking the work of employecs dircctiy under his Supervision
18.Taking records o courts.

19. Attending to medico-legal works while workmg in the Medical
Record Department, as under :

{a)  Receiving medico-legal registers from the Casualty Medical
Officer when such registers are complete.

(b) ~ Getting those medico-legal reports which are lefl incemplete
by the doctors, duly completed in all respects.

(¢)  Preparing a list of all those medico-legal reports which are not
completed in spite of personal efforts, doctor-wise and
submitting the same to DMS for necessary action.

(d} Controlling issus of medico-legal rcglslcrs by maintaining a
register.

(c) Issuing medico-legal reports to the police authorities as and
when required:

()  Providing assistance to-police - officials in oblaining X-ray -

films and other documents required by them.

(g} Supply of blank medico-legal registers to the Casualty Medical
Officer, on request, after numbering it with the automatic
numbering machine.

(h) Attending courts and producing records there, as and when
summons are received.

() Keeping all the medico-legal documents in sale custody.
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20. Participation in the training programes of the department,
RECEPTIONIST (CENTRAL ADMISSIONS AND ENQUIRIES)

1. Guiding patients to varicus  Q.P.Ds/Clinics/Departments in
relation 1o their diseases.

2. Preparation of Admission Records of all patient 1o be adnined.
3. Auending to crquiries.

4, Muaintenance of Index Cards of patients and Medical OlTicers.
5. Maintenance of Centraj Admission ch-islér.

G Arranging funcral vans on requésl.

7. Sending messages to patient's  relatives and doctors and
phonograms.

8. Maintenance of furniture, equipment, stationery medical record
lorms. cte., lying in the Central Admitting and Enquiry Ollice.

9. Announccimen! on paging system.

10.Supervision of the staff working in the Cemeal Admilting and
Enquiry Office.

' JUNIORMEDICALRECORDTEC!—NCIAN

1, Typing of paticnts name index cards,

2. All the duties performed by the Receptionist on the Centrul
Admission Counter as well as Enquiry Counter during the nightand inthe
absence ol a Receptionist,

3, Hospital Census work, viz,

(ay  Collection of daily ward census reporls prepared by night
nursing staft.

(b)  Tallying number of admissions recorded in the wards with the
duplicate copies of admission advice.

(¢) Collection of records of discharged patients,

() Toremove patients Name Index Cards of discharge paticnts
from 'In-the-House' cabinets keptin the enquiry oflice.
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(¢}  Preparation of consolidated Hospital Census Report.

4. Asscmbling of Medical Records of discharged patients acbording
to a specific order,

5. Typing of daily discharge list.

6. Proper filing and maintenance of patients name Index cards of
dischirrged palients.

7. Typing work of the department.

8. Assisling the Medical Record Technicians working in the
imcomplete as well as completed records control areas,

9. Attending courts for production of medico-legal registers and
medical records, ete.

0. Assisting Medical Record Technician in admission and Discharge
Analysis. '

'.Registration of out-patients in various O.BDs and Clinics.

12. Assisting  the Medical Records Technician Incharge of Qut-
patient Statistics in the collection and compilation of datz on attendances
and discases, ' ' :

MEDICAL RECORD ATTENDANTS
I. Filing of medical records of discharged patients.
2 Retrieval of medical records, '

3. Checking medical records for missing _ﬁles." )

4. Proper maintenance of medical record files in the incomplete as

well as completed records areas,




