Health Information Administration Program

GENERAL REQUIREMENTS
PHYSICAL, SENSORY, AND MENTAL
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An HIM employee is expected to be able 
to meet or exceed the following demands, 
whether physical, sensory, or mental.

Physical demands include being able to:

· separate closely adhered pages;

· write/print legibly;

· grasp small objects such as paper clips;

· use computer input and output devices effectively, including keyboarding and data entry; 
· use standard office equipment including computers, photocopy and facsimile machines, microfilm readers/printers, hole punchers, light pens/wands, sorter equipment, rolling carts, scanners, and communication and multi-media equipment.

· sit for long periods of time;

· lift 30-35 pound to waist height and carry it approximately 100 feet; and

· do stooping, kneeling, bending, twisting, squatting, standing, walking, reaching, pushing, pulling, climbing on step stool to file and retrieve medical records.

Sensory demands include being able to:

· do close work for several hours under artificial light, decipher handwritten and typewritten information in medical records;

· read small type when reading reports with acceptable correction ability,

· differentiate colors; and

· understand spoken voices, distinguish phonetic sounds and understand various accents, both face-to-face and while using various communication technologies.

Mental demands include being able to:

· withstand the pressure of continual deadlines and receipt of work with variable requirements;

· concentrate and maintain acceptable level of accuracy in spite of frequent interruptions;

· be courteous, tactful, and cooperative throughout the working day;

· use good judgment in carrying out all phases of work; and

· maintain confidentiality with regard to all phases of work.

The above listing is composed of general examples.
Specific jobs may have other demands.

