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Job Title: Transcriptionist Department: Health Information Management  

FLSA Status: Non-Exempt Reports to: Director of Compliance & Risk Management & 
HIM Supervisor and Associate Director of 
Transcription  

Salary: Hourly  Last Revision Date: November 2020 
 

 

Job Summary:  Transcribe physician dictation daily; prepare consultation letters and reports for physician 
signature.   
 
Education/ Experience:  
1. Typing proficiency of 60 words per minute, with 98% accuracy 
2. Excellent word processing software skills with a program such as WordPerfect or Word 
3. Solid understanding of macro use 
4. Comfortable using email and interacting with Internet applications 
5. Able to work independently and without co-worker contact for long periods of time 
6. Knowledge of medical terminology  
7. 2 years of experience in a busy office environment. 

8. High School Diploma or GED required 

 
Responsibilities (include but are not limited to): 
1. Obtains physician office visit dictation tapes daily 
2. Transcribes by way of Electronic Health Record system all office visit notes 
3. Transcribes and prints all dictated correspondence and reports 
4. Uses automated spell-check application for each document transcribed 
5. Makes copies of dictation if a letter to referring physician is requested 
6. Makes copies of any audio reports, x-ray reports, or labs, if requested 
7. Prepares envelopes for referral letters and reports, mails daily 
8. Prepares transcribed notes to physician for signature; delivers to physician 
9. Makes changes/corrections to dictation if necessary  
10. Completes other typing duties as requested (physician CVs, seminar/travel schedules, job 

descriptions, office forms) 
11. Updates macros regularly 
12. Maintains excellent knowledge of word processing software, and macro usage 
13. Maintains patient confidentiality; complies with HIPAA and compliance guidelines established by the 

practice 
14. Attends all meetings requested 
15. Completes any additional projects as requested by the Manager 
16. Other duties as assigned. 
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Physical Requirements/ Working Conditions:  

The physical demands described here are representative of those that must be met by an 

employee to successfully perform the essential functions of this job. Reasonable accommodations will be 

made to enable individuals with disabilities to perform the essential functions. While performing the 

duties of this job the employee is occasionally required to stand; sit; walk; use hands to finger, handle, or 

feel objects, tools, or control; reach with hands and arms; and stoop, kneel, crouch, or crawl.  Specific 

vision abilities required by this job include close vision. 

1. Incumbent will be required to work at any facility and be responsible for own transportation. 
2. Incumbent will be scheduled based on operational need. 
3. Standard office equipment including computers, fax machines, copiers, printers, telephones, etc. 
4. Position is in a well-lighted office environment.  
5. Involves sitting approximately 90 percent of the day, walking or standing the remainder.  
 
Equal Opportunity Employer 

 


