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MEDICAL RECORDS ADMINISTRATOR 
 
This is administrative, and technical assistance work in planning, monitoring, and developing a 
comprehensive program of medical records activities for the state mental health, mental retardation and 
alcoholic rehabilitation facilities and area, mental health programs statewide. Work involves the 
development of standards, rules, policies, and procedures for mental health division medical record 
programs as well as providing consultative services to the medical records staff in those programs. The 
employee serves as the division liaison in matters relating to client record functions, develops 
necessary reporting documentation, develops procedures for and assists in training sessions for the 
implementation of new programs and represents the division at various committee meetings. Work also 
includes assisting in the developing of management support systems which may impact on the 
allocation of resources, the development of program standards, and the certification of various facilities 
for the purposes of reimbursement through federal funding sources. Work is performed under the 
supervision of the Chief, Client Information Systems. 
 
I. DIFFICULTY OF WORK: 
Variety and Scope - This position is the technical resource for coordinating the medical records 
program statewide. The employee develops and improves policies and procedures, organizes and 
conducts in-service training for the implementation of new or revised systems, and ensures consistency 
in maintaining standardized client records for certification requirements. 
 
Intricacy - Work requires the correlation of numerous Federal, State, and local regulations in the areas 
of medical record administration and confidentiality with the needs of an automated system in which the 
subject matter covers all services, both medical and administrative, of clients in local and State mental 
health/mental retardation and substance abuse facilities. This function necessitates the integration of 
various disciplines at both the programmatic and management levels of service delivery systems. 
 
Subject Matter Complexity - Employee must have a specific knowledge of State and Federal guidelines 
and regulations relating to medical records and the division's operational policies and procedures, as 
well as knowledge of general records management and forms design techniques in administrative 
systems. 
 
Guidelines - Guidelines include N. C. General Statutes, Federal Regulations, Joint Commission on 
Accreditation of Hospitals Standards, Intermediary Care Facilities Standards, and other accrediting 
agencies, Divisional Standards, and Policies. 
 
II. RESPONSIBILITY: 
Nature of Instructions - Instructions received from the employee's supervisor are general in nature and 
are usually in regard to the development of program objectives, setting goals, and establishing 
procedures and priorities to accomplish the tasks. 
 
Nature of Review - Work is reviewed by the Director of the unit to ensure that goals and timetables are 
met. 
 
Scope of Decisions - The administrative and technical assistance that the position provides directly 
affect all medical record activities throughout the mental health system. The consultation and guidance 
provided by the employee impacts on the availability of client data to interested parties and affects 
conformance with certification requirements for medical records relative to standards for Joint 
Commission on Accreditation of Hospitals and Intermediary Care Facility accreditation. 
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Consequence of Decisions - Work has a substantial impact in the area of medical records 
administration in various mental health service providers. If erroneous information is given concerning 
the necessary information, Federal, State, or local funding can be lost or withheld and significant time 
spent in correcting documentation procedures. 
 
III. INTERPERSONAL COMMUNICATIONS: 
 
Scope of Contacts - Employee has contacts with all levels of administrative personnel in the mental 
health system (divisional, regional, and local); other Divisions within the Department; other State 
agencies; various Federal agencies; and national organizations. 
 
Nature and Purpose - Employee provides interpretation and clarification of medical record regulations 
to entire mental health system. Employee is also responsible for directing, motivating, and negotiating 
with various personnel and management in order to achieve a quality medical record system. 
 
IV. OTHER WORK DEMANDS: 
 
Work Conditions - Work occurs in offices at the division, regional, institution, or local level. 
 
Hazards - Work is not potentially hazardous; however, it does require considerable travel. 
 
V. RECRUITMENT STANDARDS: 
 
Knowledge, Skills, and Abilities - Thorough knowledge of principles and practices of medical record 
administration, medical terminology, diagnostic classification system and uses, and limitations of 
medical records, Considerable knowledge of pertinent Federal, State, and local regulations governing 
records and reports of medical care, vital statistics and diseases, as well as Joint Commission 
Standards for Psychiatric hospitals, mental retardation centers, alcoholic rehabilitation centers, and 
community mental health programs. Knowledge of direct services and programs offered to clients in the 
mental health system in order to be able to function as a review team member. Ability to analyze and 
evaluate medical records, data and information, and to apply standards, regulations, and laws to 
specific operating problems. Ability to develop plans, procedures, and forms to improve the 
maintenance and content of medical records. Ability to communicate effectively both orally and in 
writing on the promotion of more adequate and efficient medical record operations. Ability to establish 
and maintain effective working relationships with departmental personnel, those in other State and 
Federal agencies, and the public. Ability to organize work, set priorities, and follow through effectively. 
 
Minimum Education and Experience - Bachelor's degree in medical record science from an 
appropriately accredited institution and four years of experience in working in a medical record 
department of an inpatient facility including two years in a supervisory or administrative capacity; or an 
equivalent combination of education and experience. 


