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   Class Specification 
   for the class: 
 
 MEDICAL TRANSCRIPTIONIST
 
 
Duties Summary: 
 
 Transcribes and types a variety of medical reports including 
medical histories, discharge summaries, consultations, operative 
and radiologic reports dictated by physicians; verifies 
questionable and unfamiliar terms; abstracts information from 
patient records; and performs other related duties as assigned. 
 
Distinguishing Characteristics: 
 
 This class includes positions which perform, as a primary 
work assignment, the transcription and typing of medical reports 
dictated by physicians.  Positions in this class are located in a 
hospital or equivalent medical facility in which such reports 
encompass a variety of diseases and medical conditions, 
treatments and diagnostic procedures and constitute part of the 
official patient medical record.  The work requires a 
comprehensive knowledge of medical and anatomical terms, the 
ability to use standard medical references to verify questionable 
terms and phrases, and the ability to transcribe and type reports 
which have been dictated on tapes or on a similar recording 
system. 
 
Examples of Duties: 
 
 Transcribes and types medical reports dictated by physicians 
including medical histories, discharge summaries, consultative 
reports, operative reports, pathological reports, radiologic 
reports, and autopsies; verifies questionable or unfamiliar 
terms; insures accuracy and proper distribution of completed 
reports; may screen tapes to determine content and transcription 
priority of dictated tapes; may assign standard codes to 
radiologic and laboratory tests and procedures for billing or 
other reporting purposes; extracts and tabulates data for various 
files and records; transcribes and types hospital correspondence, 
committee meeting minutes, and other materials which involve 
medical terminology; responds to telephone and written inquiries, 
which may involve summarizing information from patient records; 
orders equipment and supplies and processes invoices; assists 
physicians with the proper use of dictating equipment and 
arranges for necessary maintenance and repairs; may package and 
send specimens to outside laboratories; performs other clerical 
work in the support of physicians or other hospital staff such as 
scheduling meetings and appointments, preparing bills for various 
charges, and maintaining procedural manuals. 
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Knowledges and Abilities Required: 
 
 Knowledge of:  Medical terminology, including terms, 
referring to anatomy, diseases, medications, medical tests and 
procedures; basic understanding of human anatomy and body 
systems; spelling, grammar, and word usage; office practices and 
procedures. 
 
 Ability to:  Listen to, comprehend, and transcribe dictated 
medical reports; use standard medical references to verify 
questionable medical terms and phrases; write routine letters, 
summaries, and reports, including abstracts of information from 
patient records; type with speed and accuracy involving a net of 
55 words per minute; learn and apply pertinent rules, 
regulations, policies and procedures; plan and organize work to 
insure deadlines are met; follow oral and written instructions; 
deal tactfully with others. 
 
----------------------------------------------------------------- 
 
 This is an amendment, change in title and change in code to 
the specification for the class MEDICAL STENOGRAPHER, 1.090, 
which was approved on July 24, 1970. 
 
 
 
DATE APPROVED: 12/22/88  /s/  Diana H. Kaapu 
  for ALFRED C. LARDIZABAL 

Director of Personnel Service 
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