NVIH POSITION DESCRIPTION

Medical Scribe
CLASSIFICATION
Full-Time
DATE OF LAST REVIEW/REVISION

Aug. 2019

FLSA STATUS
Non-Exempt
ASSIGNED SITE
Children’s Health Center
(CHC)

DEPARTMENT
Medical
REPORTS TO
RN Manager/RN Clinic
Coordinator
SUPERVISES
None

POSITION SUMMARY: Under general supervision from the RN Manager/RN Clinic Coordinator, the Medical
Scribe is trained in medical documentation and assists a physician or medical provider throughout their shift.
The primary goal of a Medical Scribe is to increase the efficiency and productivity of the medical provider
they are working with. The Medical Scribe allows the doctor to focus on what is most important, the patient.
Medical Scribe duties include performing all clerical and information technology functions for a medical
provider in a clinic setting. This includes primary responsibility of the operation of the electronic health record
system. You also must be able to anticipate physician needs to facilitate the flow of clinic. Medical Scribes
must be discreet, tactful, and modest in performance of duties so as not to distract medical staff from patient
care. Good judgment, organizational ability, initiative, attention to detail, and the ability to be self-motivated
are especially important when working as a Medical Scribe. You must be adaptable and versatile since you
will be responsible for many tasks.

ESSENTIAL JOB FUNCTIONS: Essential functions, as defined under the Americans with Disabilities Act, may
include any of the following tasks, knowledge, skills, and other characteristics. The list that follows is not intended
as a comprehensive list, but rather to provide a representative summary of the major duties and responsibilities.
Incumbent(s) may not be required to perform all duties listed, and may be required to perform additional, positionspecific tasks.

1. Accompany medical provider into the patient examination room in order to transcribe a history and
physical exam, and document accurately the medical provider’s encounter with the patient and others
present.
2. List all proper diagnoses and symptoms as well as follow up instructions and prescriptions as dictated
by the medical provider.
3. Transcribe patient orders including laboratory tests, radiology tests, medications, etc.
4. Document any procedures performed by the medical provider.
5. Dictation/faxing/phone calls and clerical tasks. Medical Scribes may be asked to prepare referral letters
as directed by the medical provider, via dictation or summary of the medical record. Medical Scribes
also ensure that letters with all copies of pertinent reports or tests attached are processed or routed for
transmission, mailing or faxing in accordance with established clinic workflow and timeliness
expectations to all relevant medical providers involved in a patient’s care.. You may be asked to
research contact information for referring providers, coordinate referrals, prepare operative reports,
make phone calls, and other clerical tasks as assigned.

6. Spot mistakes or inconsistencies in medical documentation and check to correct the information in
order to reduce errors. All addenda must be signed off by a medical provider. Medical Scribes ensure
that all clinical data, lab or other test results, the interpretation of the results by the medical provider
are recorded accurately in the medical record. Alert medical provider when chart is incomplete.
Medical Scribes must comply with specific standards that apply to the style of medical records and to
the legal and ethical requirements for preparing medical documents and for keeping patient
information confidential.
7. Attend trainings on diverse subjects such as information technology, legal, HIPAA and regulatory
compliance, billing and coding. Quickly assimilate new knowledge into processes and procedures.
Medical Scribes proofread and edit all the medical provider’s medical documents generated by the
scribe for accuracy, spelling, punctuation, and grammar.
8. Other duties as assigned.

EDUCATION, EXPERIENCE, CERTIFICATIONS, AND LICENSES:
1. High School Diploma or equivalent.
2. Current CPR certification or able to obtain one within 60 days.
3. Able to work collaboratively with multiple health professionals in a busy and complex environment
using tact, diplomacy, and discipline.
4. Strong charting/documentation skills utilizing advanced computer skills.
5. Commitment to excellence, high standards, and strong interpersonal skills.
6. Excellent written and oral communication skills, strong organizational problem-solving and analytical
skills.
7. Versatility, flexibility, and a willingness to work within constantly changing priorities with enthusiasm
as an innovative team player.
8. Acute attention to detail.
Indian Preference: Preference in filling vacancies will be given to qualified Indian candidates, in accordance with
the Indian Preference Act (Title 25, U.S. Code, Section 472 and 473). In other than the above, NVIH is an equal
opportunity, affirmative action employer, and does not discriminate in employment decisions based on race, color,
religion, gender, national origin, age disability, or sexual orientation.
All NVIH employees are expected to:
- Provide the highest possible level of service to clients;
- Promote teamwork and cooperative effort among employees;
- Maintain safe practices; and
- Abide by the NVIH’s policies and procedures as they may from time to time be updated.
MATERIAL AND EQUIPMENT USED:
Computer
E-Mail
Telephone

Voice Mail

Fax Machine

PHYSICAL ACTIVITIES REQUIRED TO PERFORM ESSENTIAL FUNCTIONS:
a. Sitting / Mobility: Approximately 70% of time is spent working at a desk. Balance of time
(approximately 30%) is spent moving around work areas.
b. Communication: Ability to effectively communicate with co-workers, Board members, members of
outside agencies, in person, by telephone, and by email.
c. Vision: Ability to effectively use a computer screen and interpret printed materials, memos, and other
appropriate paperwork.
d. Lifting / Carrying: Ability to occasionally lift and/or move objects weighing no more than 25 pounds.
e. Stooping / Kneeling: Ability to access files/stock supplies in low cabinets and shelves.
f. Reaching / Handling: Ability to input information into computer systems and retrieve and work with
appropriate paperwork, equipment, and supplies.
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IMPORTANT DISCLAIMER NOTICE

The job duties, elements, responsibilities, skills, functions, experience, educational factors and the requirements and conditions
listed in this job description are representative only and not exhaustive of the tasks that an employee may be required to
perform. The employer reserves the right to revise this job description at any time and to require employees to perform other
tasks as circumstances or conditions of its business, competitive considerations, or work environment change.

ACKNOWLEDGEMENT: I have received and reviewed a copy of the Receptionist and Records Supervisor
position description. I understand that this position description is not a contract of employment and in no way
changes the at-will nature of my employment relationship with Northern Valley Indian Health, under which either
NVIH or I may terminate the employment relationship at any time, for any reason, with or without cause or notice.
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