North Central Health Care

Person centered. Outcome focused.

What Does It Look Like to Work at NCHC as a
Health Information Specialist Level 1

The success of each of our employees is vital to the success of our organization and the services we provide to our community.
Our teams took a look at what work is like in each position to provide you with key insights, challenges and rewards.

Purpose of Program and Role
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HIM is responsible for acquiring, analyzing,
coding, scanning, and releasing information
within the medical record.

This position will cover areas such as chart
analysis, scanning, release of information, and
retention. You will need to have a strong
knowledge of state and federal laws regarding
the release of protected health information,
understanding of medical terminology and
pronunciation of terms to speak with clinicians
in person and over the phone, attention to
detail, be comfortable with electronic health
records and computer applications, and have a
superb customer service attitude.

When records are sent to us without everything
completed and we need to make sure they
finish everything and then we e-mail them to
complete documentation. Also, when ROls are
not completely filled out or just ask for
everything. We have to make sure that what
we are releasing is the minimum necessary that
someone needs for the purpose of the request
and it can take a lot of time going back and forth
to figure out the needs.

There are a lot of tasks that are time-consuming
and thus require you to be really good at time
management and prioritizing your day to stay
caught up.

Nuts & Bolts of the Job

We are located within the main Wausau NCHC
campus on 1100 Lake View Drive. We are a

department of 8.

The HIM Department is open 8:00am to
4:30pm, Monday-Friday with the major holidays
off. We do rotate days around the holiday on
an annual basis so everyone has a fair and
consistent distribution of dates. We do try and
offer flexibility around appointments as long as
there is coverage.

We have an open office environment so you will
have your own desk, but not your own office
with a door. It is a busy office environment as
we have staff and visitors coming in and out of
the department looking for information. If you
like to work in complete silence, this would not
be the role for you. It's a relaxed atmosphere,
but very busy with a steady stream of work.
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The Down Side of the Job

Technology Use

Applications Frequently Used - Laserfiche,
TIER, MatrixCare, UltiPro, MyPolicies,

SafetyZone, Excel, Word, PowerPoint

Office Supplies - Scanner, copy/fax machine,
label printer

Enriching and Fulfilling Lives

KBusiness casual attire is reauired. )
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We give our time, knowledge, expertise, and a
hard work ethic. Patients rely on us to help with
the communication of the care they are

receiving at our facility.

A day in the life:

* Respond to telephone, mail, fax, and e-mail
inquiries

* Analyze charts for deficiencies and
communicate with staff to complete
documentation

* Scan and index paperwork into electronic
document imaging system

» Complete destruction of charts that meet the
retention schedule

We get the gratitude of having a job and being
part of an organization that helps, supports, and
cares for everyone we serve. We are able to
help others with dedication, respect, and
thoughtfulness.
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Orientation, Onboarding & Training

All employees receive general o Q

orientation their first week. M

HIM Handbook, Library, and mentoring.

Trainings through AHIMA.

Lives Enriched and Fulfilled.

The Upside of the Job

Working for a facility that helps make a
difference in the lives within our community.

We have a family-like atmosphere with staff.

Staff love completing projects or a "pile of stuff"
that shows them the impact they have made.

The staff here are friendly and caring in all
departments. HIM has a great team and we
care about each other on a personal level as

well as a professional level.

NCHC is also going through a renovation and
our team can't wait to see how it turns out and
are excited to be a part of that. "l am very
excited for where the company is going - | think
itis great!"
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North Central Health Care

Person centered. Qutcome focused.

Working at North Central Health Care

Employee Expectations
At NCHC, we look for people who:

Show up and work hard

Do the right things for the right reasons

Are a team player

Provide excellent customer service with dignity
Don't stop until they are proud

Our Mission

Langlade, Lincoln and Marathon Counties
partnering together to provide compassionate
and high quality care for individuals and
families with mental health, recovery and
skilled nursing needs.

Our Vision
Live Enriched and Fulfilled.

Our Core Values
Y% DIGNITY

We are dedicated to providing excellent service with
acceptance and respect to every individual, every day.

5% INTEGRITY

We keep our promises and act in a way where doing
the right things for the right reasons is standard.

* ACCOUNTABILITY

We commit to positive outcomes and each
other’s success.

* PARTNERSHIP
We are successful by building positive relationships
in working towards a system of seamless care as a
trusted community and county partner.

* CONTINUOUS IMPROVEMENT
We embrace change through purpose-driven data,
creativity and feedback in pursuit of the advancement
of excellence.
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Person Centered Service
at North Central Health Care

Serving others through effective
communication, listening to understand
and building meaningful relationships.

At NCHC, we provide Person-Centered Service
every day with everyone we interact with.
Person-Centered Service has a foundation in our
Core Values and includes:

* Serving with a proactive approach

e Serving with a caring and
compassionate attitude

e Truly listening to understand
e Creating a safe & healing environment
® Doing no harm

¢ Understanding all the dimensions of
diversity and identifying cultural influences

¢ Understanding and respecting life experiences
¢ Shared decision making

® Recognizing and building on strengths

¢ Involvement of others whenever possible
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