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Job Details

Job Title:
Clinical Coder
Grade:


Department:

Reporting to:

Responsible for:

Location(s):

Job Overview
The overall purpose of Informatics has been defined as to:

Enable promote and support the effective use of data, information, knowledge

and technology to support and improve health and health care delivery

Therefore, the role of Informatics is to ensure an NHS organisation has the required cost effective systems, information and technology services needed to provide excellent clinical care to its patients, in conjunction with its partners throughout the wider health community.
The Clinical Coder will provide comprehensive, accurate and timely information for the organisation through the process of clinical coding.

Duties and Responsibilities

The post holder’s duties will be:

· To abstract and analyse complex information in the patient’s case notes or other source documents and translate the medical terminology into clinical codes according to the provisions of:

ICD – 10

OPCS – 4

NHSIA Clinical Coding Instruction Manual

and to input the coded information on to the organisation’s Patient Administration System (PAS) via an encoder.

· To maintain national clinical coding standards and adhere to national and international conventions to assign uniform codes, which represent a complete picture of the patient’s hospital stay.

· To access the organisation’s histopathological database to extract the relevant information when assigning appropriate clinical codes.

· To check the accuracy of admissions, transfer and discharge details in the patient’s medical record and to identify errors on the PAS.

· To keep abreast of new developments in clinical coding and undertake all appropriate training courses.

· To understand the content of all Clinical Coding Clinics and amend the Instruction Manual, ICD – 10 and OPCS – 4 accordingly.

· To liaise with clinical staff as necessary regarding patient data requiring clarification.

· To participate in coding quality checks and in internal and external audits.

· To be able to use own initiative to manage day to day work tasks and 

· activities.

· To ensure the security and confidentiality of all clinical data handled.

· To be prepared to work at all sites within the organisation if and when required.

· To act as mentor for less experienced coding officers.

· To undertake any other duties as required.

General

· The above job description is not intended to be exhaustive and is provided as a guide to the main areas of responsibility of the post and the duties may be subject to change.

· In common with all organisation employees, the post holder will be required to maintain complete confidentiality in relation to all patients, staff and the organisation’s business.

· The post will adhere to all departmental/organisation policies and procedures (including Financial, Personnel and Health and Safety).

· Professional and technical staff are required to comply with the requirements of their professional body.

· Those employees with responsibility for staff are required to participate fully in the supervision of those staff members.

· All employees have responsibility to Risk Management and they should make themselves aware of those responsibilities.  The main duties in relation to Risk Management are :

To follow all policies, procedures, protocols and guidelines

To complete incident forms and reports of untoward incidences as appropriate

To inform their manager of risks they have identified

Health and Safety

The post holder must ensure that they comply with Health and Safety legislation and supporting Health and Safety policies and procedures.

The post holder must ensure that they operate in a safe manner at all times, ensuring the safety of themselves or others.

The employee must ensure that they attend appropriate statutory training as deemed necessary by their line/departmental manager.

Person Specification
	
	Essential
	Desirable
	Method of Assessment

	Education/Qualifications
	· Good general education
	· 
	Application form

	Personal qualities
	· Self motivated

· Team Player

· Able to work with limited supervision

· Flexible attitude to work

· Able to work to deadlines

· Able to maintain confidentiality


	· 
	Interview

	Experience
	· 
	· Knowledge of Medical Records

· Knowledge of medical terminology

· Knowledge of Patient Administration Systems

· Basic understanding of Data Standards


	Application form and interview

	Skills and knowledge
	· Good communication and interpersonal skills

· Good organisational skills

· Methodical and keen eye for detail


	· Understanding of how coding inter-relates with Information and clinical audit functions


	Application form and interview


� Taken from the Functional Map for Health Informatics (Skills for Health 2004).
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