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TRANSCRIPTION SERVICES COORDINATOR
MAJOR DUTIES AND RESPONSIBILITIES

Acts as a liaison between the transcription unit, the outside transcription service, dictators and
Medical Center employees. The dictators include physicians, nurse practitioners, psychologists,
psychiatrists, and social workers. Answers all questions regarding dictating procedures and
resolves problems as they arise.

Maintains constant control of the dictation system always aware of its backlog, the voice capacity
safety margin and tumaround. Assigns work to the outside service according to workload and
Medical Center needs. Programs the desk-top units to receive dictated material for use by the
outside transcriptionists or the incumbent. Change dictators’ parameters in the system as dictators
join or leave the staff.

Maintains a current list of all medical center dictators.

Logs contractor assignments; relays technical requirements and descriptions of the contracted
transcription work to be accomplished; reviews retumed manuscripts for standards for acceptable
work. Tracks progress and quality of performance; makes recommendations regarding the
acceptability, rejection, or correction of work products or services, and similar matters which may
affect payment to the contractor. ’

Enters dates of dictation and transcription for operation reports in record completion software file.

Ensures all equipment and supplies related to transcription services are properly maintained and
available. Calls in repairs when necessary and orders supplies as appropriate.

Although the majority of the facility's transcription is performed by an off-site contractor, the
incumbent is responsible for transcribing “STAT" reports as time pemmits. Incumbent ensures O&E
exams are transcribed into DHCP on a timely basis and releases them to the O&E Clerk upon
completion of the exams. Ensures “STAT" dictation’s are typed as a priority by the transcription
services and printed back to the office within required timeframe. Types other work as assigned
by the Assistant Chief or Chief, Health Information Management Service.

FACTOR 1. KNOWLEDGE REQUIRED

The knowledge of the dictation system, “Digital Dictation and Reporting System” by Sudbury
Systems, Inc., and the ability to operate it with skill and ease.

Skill in operating an electronic typewriter, word processor, microcomputer, computer terminal,
and/or related equipment, e.g., printers, optical scanners, modems, efc., using a standardized
typewriter style keyboard with additional function keys.



The knowledge of medical forms, formats, typing policies, procedures and specialized medical
terminology applicable to all specialties. Ability to listen to dictation and understand enunciation’s,
accents, dialects and rate of dictation to determine type of report and correct format.

Knowledge of highly technical and/or specialized medical terminology, including the nature and
structure of medical root words, suffixes, and prefixes, along with basic knowledge of anatomy and
functional body systems to distinguish homophones and hear homophones to know which word
the speaker (on a voice recording) intends in a particular context. Skill to type from voice
recordings into final form such materials as progress notes, consultations, discharge summaries
and other materials containing specialized medical terminology,

Skill of a full qualified typist.

Knowledge of advanced software functions to produce a wide range of documents to enhance
productivity or meet the needs of complex formats.

Requires subject-matter knowledge of the organization's operations, programs and projects to be
able to respond to requests, problems, etc.

FACTOR 2. SUPERVISORY CONTROLS

Assignments are given with information on general administrative changes, deadlines and
priorities. The supervisor defines overall objectives for work not previously automated.

The employee works independently to plan and carry out steps for completing assignments in
accordance with established office instructions and practices for medical transcription. When
current practices or deviations in an assignment cause problems, the employee uses own initiative
to resolve them and coordinates efforts needed.

Completed work is evaluated for technical soundness, usefulness, and conformance with office
operating requirement and needs, the methods used to produce the work are not normally
reviewed.

FACTOR 3. GUIDELINES

Guidelines include both detailed step-by-step instructions for specific office automation tasks and
more general procedural guidelines in the form of software manufacturers’ manuals and tutorials
for users, correspondence procedures, sample work products, etc. Employee selects and applies
detailed instructions for each office automation task when available. For tasks not covered by
specific guidelines, employee uses more general guidelines and applies judgment to determine
appropriate procedures.

The employee uses judgment in locating, selecting, and applying the most appropriate authorized
altemative among the various guidelines covering similar situations. Typically this includes
determining the spacing and arrangement of material by considering the nature of the material, its



purpose, and correspondence manual or similar requirements. Situations involving significant
deviation from established guidelines or the absence of adequate guidelines are referred to the
supervisor or to an automation specialist.

FACTOR 4. COMPLEXITY

Incumbent must be able to handle several work activities at once requiring strong organizational
skills.

Position requires the incumbent to be able to effectively deal with physicians and other staff
members as well as transcription service employees and supervisors carrying out daily work. Must
be able to quickly and independently resolve problems that arise. Unusual or potential problems
should be reported to the supervisor for input and direction.

Although the employee does not spend a great deal of time typing, must be able to expertly read
and critique work of the outside service to ensure quality.

The employee must be able to incorporate knowledge of medical terms, medications, surgical
procedures and anatomy and physiology in transcribed format that is appropriate to that particular
specialty and/or purpose of the dictator. When questions arise as to comrect spellings, grammar,
etc., the employee must have adequate skills for referencing appropriate manuals.

FACTOR 5. SCOPE AND EFFECT

The purpose of the work is to produce accurate, professionally acceptable transcribed material to
be submitted directly to the physician. Rapid completion of a large volume of dictated material
contributes directly to the efficiency of the organization and other agencies and individuals who
depend on its use in further processes and services.

The transcription service is ultimately responsible for the transcription of all VAMC medical reports
including C&P examinations. The C&P examinations wil eventually raise or lower a veteran's
pension or compensation. Thus, the accuracy and speed in which material is typed are
determining factors in the veteran’s well-being.

FACTOR 6. PERSONAL CONTACTS

The personal contacts are with employees of all of the VAMC's services. Persons contacted are
from various levels within the VAMC and are engaged in a variety of functions, missions, and kinds
of works. Personal contacts are also made by telephone with originators when work assignments
are received by mail or voice recorded over the phone. There is regular contact with the
transcription service.



FACTOR 7. PURPOSE OF CONTACTS

Contacts are for such purposes to exchange information about the assignments or methods to be
used to complete the assignment, e.g., to clarify terminology, determine priorities, discuss
revisions, etc. Contacts with contractors are to monitor work flow, timeliness and quality.

FACTOR 8. PHYSICAL DEMANDS

Although work is generally sedentary, it requires sitting and concentrating for varying lengths of
time as well as standing, bending, stooping and lifting, and carrying light loads.

FACTOR 9. WORK ENVIRONMENT

Work is normally performed in an office setting which is adequately lighted, heated and ventilated.
Work involves minimal risks and observance of safety precautions typical of an office setting.



