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Vacancy Announcement 

Internal and External Vacancy 

 

October 28, 2018 

 

Position:    Medical Records Storage Specialist 

      

Category:    Non-Exempt  

 

Location:     Rocky Mount 

 

Salary Range:   $29,155 - $36,411  

 

Closing Date:     Friday, November 9, 2018 at 5:00 p.m. 

 

Position Number:                              17-04-600   

 

Position Description:  

Under immediate supervision, maintains recipient medical records, files and statistics; responds to requests for medical 

records, accepts and secures medical records coming into the LME/MCO from providers; performs clerical duties. 

Organizes and oversees recordkeeping activities related to the release and retrieval of medical records for research 

projects. Coordinates the processing and review of patient medical records for research projects.  Ensures that all medical 

records are released according to HIPAA guidelines. Ensures compliance of records with relevant regulations and 

standards. Responsible for storage of records from Providers who have closed their business or who have had a contract 

termination with Eastpointe MCO. Also, responsible to assist in retrieving records that have been abandoned by Providers 

and ensuring that those records are maintained according to HIPAA guidelines.  

   
Responsibilities and Duties: 

1. Maintains recipient files and retrieves files for release; files all patient data upon receipt of information; initiates 

records for new recipients.  Responsible for inventorying records that are returned to Eastpointe MCO from 

Providers due to agency closures, contract terminations, or abandoned records.  

2. Responds to requests for medical records; processes letters and reports; answers and directs telephone calls.  

3. Retrieves recipient data from computer system; signs out files in accordance with agency procedures, collects 

materials to other departments; requests information from various departments; responds to correspondence 

requests.  

4. May photocopy records and documents for billing and/or legal services; sends and receives information via 

facsimile machine.  

5. Keeps supervisor informed of problems or issues; monitors supplies needed; performs other duties as assigned.  



 

 

6. Assures compliance with HIPAA regulations, state and agency requirements and URAC standards. 

7. Organizes and oversees recordkeeping activities related to the release and retrieval of medical records. 

Coordinates the processing and review of patient medical records for storage and release.  Ensures that all medical 

records are released according to HIPAA guidelines    

8. Ensures compliance of records with relevant regulations and standards.   Responds to inquiries from physicians, 

staff, and outside agencies and/or individuals regarding medical records.  

9. Assists with the development and preparation of statistical reports required by external agencies and regulatory 

authorities.   

10. Monitors the circulation of medical records and is responsible for assuring safe and proper return.  Releases 

information to authorized individuals, adhering to established guidelines 

11. Compiles, verifies, types, and files medical records retained by the Managed Care Organization.  

12. Operates computer to enter and retrieve data, reviews data for accuracy, types correspondence and reports. 

13. Assembles records into standard order, and files records in designated areas according to applicable alphabetic 

and numeric filing system.  Performs duties related to the release and retrieval of medical records 

 

Education/Experience/Licensure: 

High School diploma or equivalent, 2 or more years of experience working in a medical records department or 

unit.   

 

Application Process: 

Email Lynn Parrish, HR Director at lparrish@eastpointe.net or hr@eastpointe.net and request a copy of your 

application be placed in the position vacancy file.  

 

Additional Comments: 

Salary is commensurate with education, credentials, and creditable work experience. Degree must be from an 

accredited college/university. Eastpointe LME/MCO is an Equal Opportunity Employer.  
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