
PINELLAS COUNTY SHERIFF’S OFFICE 

MEDICAL RECORDS CLERK - Part Time 

Job Code:  67901 
 

REV:  3/2012  Pay Grade:  COMOT-7 
 

GENERAL DESCRIPTION/PURPOSE:  
 
Under the supervision of the Medical Records Supervisor, RN Clinical Supervisor and 
Inmate Healthcare Program Administrator, this position is responsible for performing all 
clerical duties related to the assembling and maintenance and control of inmate health 
records, both paper and electronic. 
 

ESSENTIAL FUNCTIONS: 
 
Remains knowledgeable of all rules, regulations, statutes, policies and procedures 
governing the health record. 

Maintains health records in accordance with established policies and procedures and all 
rules, regulations and laws of the jurisdiction as they pertain to privacy, confidentiality, 
and electronic transmission of health information.  Monitor and maintain accountability 
for all health records on file. 

Forwards all diagnostic test results and outside records to the appropriate practitioner 
for review and countersignature. 

Identifys inmates with multiple medical records and merge these files.  

Reviews health records for compliance with certain accreditation standards, e.g. 14 day 
H&P, annual health assessment, etc. Clears inmates for work status based on the 
results of said review. 

Responds to outside requests for records from attorneys, physicians, and various other 
agencies.  Prepares invoices for records as required, and forwards funds received 
through the proper channels. Communicate difficulties in providing health records to 
administrative staff in a timely manner. 

Responds to requests for information from internal sources, e.g. DIU, General Counsel, 
with proper authorization. 

Attends all required meetings and participates in CQI activities; assists in the training of 
personnel and performs other duties as directed. 

Reviews Medical Administration Records for holes; scans into permanent health record.   

Scans all outside records, diagnostic test results and other correspondence into the 
inmate health record. 
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QUALIFICATIONS 
 
A. Training and Experience 
 

High School Graduate with at least (1) one year of similar training and/or 
experience.  A minimum score of 80% on written clerical examination and a 
minimum typing speed of 20 wpm are required.  Knowledge in medical 
terminology, filing systems, and the electronic health record is preferred. 

 
B. Essential Requirements of the Position 
 

Knowledge of organizational procedures, policies, practices, rules and 
regulations governing activities of the administrative functions and their 
interpretations. 
 
Ability to work independently on complex and confidential tasks. 
 
Basic computer skills. 
 
Ability to lift 40 lbs to include frequent bending, stooping and lifting. 
 
Ability to interact effectively and courteously with all, and to establish and 
maintain effective working relationships with employees, other agencies and the 
public. 
 
Ability to perform all functions of the job classification without posing a direct 
threat to the health or safety of other individuals in the work place. 

 


