NANTUCKET COTTAGE HOSPITAL
57 Prospect Street, Nantucket, MA 02554

JOB DESCRIPTION
Job Title: DRG Coding Specialist Department: Medical Records
Position Reports To: Director of Medical Records Date Written: March, 1997
Shift: Five (5) days per week; Monday-Friday Date Revised: June, 2007
8:00 am. — 4:30 p.m.
Salary/Pay Grade: SEIU Grade 14 Employment Classification: Non-exempt

Job Summary:

Under the direction of the Director of Medical Records, accepts accountability for accurate and thorough code
assignments and clinical abstracting for inpatient observation and SDC status patients in compliance with State
and Federally mandated regulations; AHA, WHO, and AHIMA coding guidelines; State law, JCAHO Standards,
and departmental policies and procedures. Assists in the appointment/reappointment and peer review processes.
Compiles and distributes PI data and outcomes for departments.

Essential Job Duties and Responsibilities

1) Selects optimal diagnostic and procedural codes to accurately reflect the condition, care and treatment ordered by
the physician and provided by the physician and provided by the Hospital using ICD9-CM and CPT4 Code Books
as back-up to the department Coder by:

a) analyzes all inpatient, SDC and observation status patients medical records;

b) abstracts all medical information from the chart and identifies all diagnoses which describes the
patient’s condition and impact on the hospitalization, using the computerized system for same;

¢) abstracts any medical/surgical information from the chart and identifies all procedures which describes
the treatments provided to the patient, using the computerized system for same;

d) identifies the principal diagnosis, complications and comorbiditiesis, principal operations and secondary
procedures, using the appropriate coding guidelines;

¢) develops computer generated face sheet as applicable for each chart; and

f) ensures optimal DRG assignment for each inpatient record and monitors the case mix index monthly
toward a goal of 1.12.

2) Selects optimal diagnostic and procedural codes to accurately reflect the condition, care and treatment ordered by
the physician and provided by the physician and provided by the Hospital using ICD9-CM and CPT4 Code Books:

a) analyze all Emergency Room and Outpatient programs medical records;
b) abstracts all medical information from the chart and identifies all diagnoses which describes the patient’s
condition and impact on the hospitalization, using the computerized system for same;
¢) abstracts any medical/surgical information from the chart and identifies all procedures which describes
the treatments provided to the patient, using the computerized system for same;
d) identifies the principal diagnosis, complications and comorbiditiesis, principal operations and secondary
procedures, using the appropriate coding guidelines;
¢) assigns EM Levels based on documentation and CMS guidelines.

Essential Job Duties & Responsibilities (cont’d)
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5)

6)
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9

10)
11)

12)

13)

Edits abstracted data elements and DRG status required to maintain “clean” data submission
for the Diagnostic, Procedure and Physician Indices through the computerized system for same.

Assists the medical staff with any coding issues and/or chart completion concerns.

Participates in the Quarterly Performance Improvement Reporting for the department by: a) validating the
accuracy of the data submitted; b) compiling the performance data, establishing the outcomes and
calculating the variance.

Assists in the development and revision of policies and procedures.

Performs back-up as necessary for the preparation of each physician’s chart completion notice on a
weekly basis by: a) generating the weekly chart completion list, utilizing the computerized system for
same, referring to the “fill in date” on the face sheet and determining if the chart is classified as
incomplete or delinquent; b) listing all medical records that require dictation by medical record number,
discharge date, and report type; and c¢) recording the total number of signature only charts.

Abstracts all Emergency Room and Outpatient programs, patients’ records into the computerized system
for same for documentation outcome analysis.

Performs back-up for transcription functions in support of the outside dictation/transcription service by:
a) editing the transcribed reports for accuracy prior to printing to include the patient’s name, MR #,date
of admission, date of operation, and date of discharge; b) printing all transcribed reports from the system,;
¢) marking the printed reports with the appropriate physician’s color coded tag; and d) distributing the
printed reports to the appropriate area.

Prepares quarterly clinical pertinence outcomes for Emergency Room Documentation.

Performs Oncology Staging of primary cancer cases for submission to the state registry.

Answers department telephones, providing routine information, various medical record information,
taking messages, and/or referring call to appropriate party.

Performs other related job duties as may be assigned or directed.






