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Decision Making

Follows clearly prescribed practices/standards for release of information, quantitative analysis

and month end procedures. Has ability to prioritize work. Issues regarding dictation
interpretation may require some minor problem solving.

Degree

2.0

Education

Grade 12.Medical Office Administration diploma (Saskatoon Business College 860 hours) (Rating
of 3.0).

*As per the MOA regarding Education factor review (January 2019) the JJEMC will continue to
utilize 1040 hours as no other factors were impacted by this change. The education will remain at 3.5

Degree

3.5

Experience

No previous experience. Twelve (12) months on the job to become familiar with various reports,
physicians, terminology/medications and department policies and procedures.

Degree

4.0

Independent Judgement

Performs release of information duties following department policies and legislative

requirements. Has choice of action when prioritizing reports. Transcription work is performed
according to standard practice.

Degree

Working Relationships

Has regular contact with staff and physicians requiring tact and discretion when discussing
transcription or health record issues.

Degree

2.5

2014.1001



Job Title HealthInformationManagemenClerk & Medical Transcriptionis Code 246
Impact of Action Degree
Misjudgementin prioritizing reportsmayleadto delaysin service.Inaccuratdranscription/date
entrymayaffectsubsequergervices.

2.0
Leadership and/or Supervision Degree
May showothershowto performtasksor dutiesby familiarizing newemployeesvith thework
areaandprocesses.

1.0
Physical Demands Degree
Regulamphysicaleffort filing, sorting,writing andperformingtranscriptiondutiesrequiring
accuratecoordinationof fine movements.

2.0
Sensory Demands Degree
Regularsensoryeffort while filing, sorting,reading,computemwork andtelephoneaeception
with periodsof frequenteffort transcribingreports.

2.5
Environment Degree

Occasionaminor disagreeableonditionssuchasinterruptionsmultiple deadlinesanddust.

2.0






