MEDICAL OFFICE ADMINISTRATION WITH HEALTH UNIT
COORDINATING

MEDICAL OFFICE ADMINISTRATION WITH HEALTH UNIT COORDINATING IS A SPECIALIZED FIELD THAT COMBINES ADMINISTRATIVE
EXPERTISE WITH CLINICAL SUPPORT, PLAYING A VITAL ROLE IN THE EFFICIENT OPERATION OF HEALTHCARE FACILITIES. THis
DISCIPLINE INVOLVES MANAGING MEDICAL OFFICE TASKS SUCH AS SCHEDULING, BILLING, AND PATIENT RECORDS ALONGSIDE
COORDINATING HEALTH UNIT ACTIVITIES, INCLUDING PATIENT CARE LOGISTICS AND COMMUNICATION BETWEEN HEALTHCARE
PROFESSIONALS. PROFESSIONALS IN THIS DUAL ROLE ENSURE THAT BOTH THE ADMINISTRATIVE AND CLINICAL SIDES OF
HEALTHCARE OPERATE SMOOTHLY, IMPROVING PATIENT OUTCOMES AND ORGANIZATIONAL EFFICIENCY. THIS ARTICLE EXPLORES
THE CORE RESPONSIBILITIES, REQUIRED SKILLS, EDUCATIONAL PATHWAYS, AND CAREER OPPORTUNITIES WITHIN MEDICAL OFFICE
ADMINISTRATION WITH HEALTH UNIT COORDINATING. ADDITIONALLY, IT HIGHLIGHTS THE IMPORTANCE OF TECHNOLOGY AND
COMPLIANCE IN THIS INTEGRATED HEALTHCARE SUPPORT FUNCTION. THE FOLLOWING SECTIONS PROVIDE A COMPREHENSIVE
OVERVIEW OF THIS DYNAMIC AND GROWING FIELD.

o OvVERVIEW OF MepICAL OFFICE ADMINISTRATION WITH HEALTH UNIT COORDINATING

e Key RESPONSIBILITIES AND DAILY T ASKS

o ESSenTIAL SkiLLs AND COMPETENCIES

e EDUCATIONAL REQUIREMENTS AND TRAINING PROGRAMS

® TECHNOLOGY AND TooLS IN MebicaL OFFICE ADMINISTRATION AND HEALTH UNIT COORDINATION
o CAREER OPPORTUNITIES AND ADVANCEMENT

® REGULATORY COMPLIANCE AND ETHICAL CONSIDERATIONS

OvVEerVIEW OF MebicAL OFFICE ADMINISTRATION WITH HEALTH UNIT
COORDINATING

MEDICAL OFFICE ADMINISTRATION WITH HEALTH UNIT COORDINATING IS AN INTERDISCIPLINARY PROFESSION THAT MERGES
ADMINISTRATIVE DUTIES WITH CLINICAL SUPPORT FUNCTIONS. THIS HYBRID ROLE ADDRESSES THE GROWING NEED FOR
HEALTHCARE ORGANIZATIONS TO MAINTAIN SEAMLESS COMMUNICATION AND OPERATIONAL EFFICIENCY. MEDICAL OFFICE
ADMINISTRATORS PRIMARILY FOCUS ON OFFICE MANAGEMENT TASKS SUCH AS SCHEDULING PATIENT APPOINTMENTS, HANDLING
BILLING AND INSURANCE CLAIMS, MAINTAINING MEDICAL RECORDS, AND ENSURING REGULATORY COMPLIANCE. IN CONTRAST,
HEALTH UNIT COORDINATORS CONCENTRATE ON FACILITATING THE DELIVERY OF PATIENT CARE BY MANAGING UNIT LOGISTICS,
COORDINATING BETWEEN HEALTHCARE PROVIDERS, AND MAINTAINING PATIENT FLOW WITHIN CLINICAL SETTINGS.

BY COMBINING THESE FUNCTIONS, PROFESSIONALS IN THIS FIELD BRIDGE THE GAP BETWEEN ADMINISTRATIVE AND CLINICAL
OPERATIONS. THIS INTEGRATION HELPS HEALTHCARE FACILITIES REDUCE ERRORS, IMPROVE PATIENT SATISFACTION, AND OPTIMIZE
RESOURCE UTILIZATION. THE ROLE IS ESPECIALLY CRUCIAL IN HOSPITALS, OUTPATIENT CLINICS, AND LONG-TERM CARE
FACILITIES WHERE COORDINATION BETWEEN ADMINISTRATIVE STAFF AND CLINICAL TEAMS IS ESSENTIAL FOR QUALITY CARE
DELIVERY.

DEFINITION AND SCOPE

MEDICAL OFFICE ADMINISTRATION WITH HEALTH UNIT COORDINATING INVOLVES A COMPREHENSIVE RANGE OF ACTIVITIES THAT
SUPPORT BOTH FRONT-OFFICE FUNCTIONS AND CLINICAL UNIT OPERATIONS. THE SCOPE INCLUDES PATIENT SCHEDULING,
INSURANCE PROCESSING, MEDICAL CODING, INVENTORY MANAGEMENT OF MEDICAL SUPPLIES, AND DIRECT COORDINATION OF
PATIENT CARE ACTIVITIES SUCH AS ADMISSIONS AND DISCHARGE PLANNING. THIS DUAL COMPETENCY ENSURES THAT THE OFFICE



AND CLINICAL UNITS OPERATE COHESIVELY WITHIN HEALTHCARE SYSTEMS.

IMPORTANCE IN HEALTHCARE SETTINGS

THE INTEGRATION OF MEDICAL OFFICE ADMINISTRATION AND HEALTH UNIT COORDINATING IMPROVES COMMUNICATION CHANNELS
AND WORKFLOW EFFICIENCY. |T ENABLES HEALTHCARE PROVIDERS TO FOCUS ON PATIENT CARE BY REDUCING ADMINISTRATIVE
BURDENS AND ENSURING THAT CLINICAL UNITS ARE WELL-ORGANIZED AND ADEQUATELY SUPPLIED. THIS ROLE IS PIVOTAL IN
ENHANCING PATIENT SAFETY, REDUCING WAIT TIMES, AND FOSTERING A POSITIVE HEALTHCARE EXPERIENCE.

Key ResPoNnsIBILITIES AND DAILY T Asks

THE RESPONSIBILITIES OF PROFESSIONALS TRAINED IN MEDICAL OFFICE ADMINISTRATION WITH HEALTH UNIT COORDINATING ARE
DIVERSE AND MULTIFACETED. THEY MUST JUGGLE ADMINISTRATIVE DUTIES WITH CLINICAL COORDINATION TO MAINTAIN SMOOTH
FACILITY OPERATIONS. UNDERSTANDING THESE TASKS PROVIDES INSIGHT INTO THE ROLE’S COMPLEXITY AND VALUE WITHIN
HEALTHCARE ORGANIZATIONS.

ADMINISTRATIVE DUTIES

ADMINISTRATIVE RESPONSIBILITIES FOCUS ON MANAGING THE OPERATIONAL ASPECTS OF A MEDICAL OFFICE. THESE INCLUDE:

SCHEDULING PATIENT APPOINTMENTS AND MANAGING CALENDARS FOR HEAL THCARE PROVIDERS
* HANDLING MEDICAL BILLING, CODING, AND INSURANCE CLAIMS PROCESSING

e MAINTAINING ACCURATE AND CONFIDENTIAL PATIENT MEDICAL RECORDS

® MANAGING CORRESPONDENCE AND COMMUNICATION WITH PATIENTS AND INSURANCE COMPANIES

e ORGANIZING OFFICE SUPPLIES AND MANAGING INVENTORY

HeaLTH UNIT COORDINATING DUTIES

HEALTH UNIT COORDINATING TASKS ARE CENTERED ON SUPPORTING CLINICAL TEAMS AND FACILITATING PATIENT CARE. T YPICAL
DUTIES INCLUDE:

o COORDINATING PATIENT ADMISSIONS, TRANSFERS, AND DISCHARGES WITHIN HOSPITAL UNITS

e COMMUNICATING PATIENT INFORMATION AND CARE INSTRUCTIONS BETWEEN NURSES, PHYSICIANS, AND OTHER
HEALTHCARE STAFF

® MAINTAINING UNIT LOGS AND PATIENT CHARTS TO ENSURE ACCURATE DOCUMENTATION
e ASSISTING WITH THE PREPARATION OF PATIENT ROOMS AND ENSURING AVAILABILITY OF NECESSARY MEDICAL EQUIPMENT

® RESPONDING PROMPTLY TO PATIENT AND STAFF REQUESTS TO ENHANCE CARE DELIVERY



EssenTIAL SkiLLs AND COMPETENCIES

SUCCESS IN MEDICAL OFFICE ADMINISTRATION WITH HEALTH UNIT COORDINATING REQUIRES A BLEND OF TECHNICAL,
INTERPERSONAL, AND ORGANIZATIONAL SKILLS. MASTERY OF THESE COMPETENCIES ENABLES PROFESSIONALS TO HANDLE
COMPLEX TASKS EFFICIENTLY AND SUPPORT HEALTHCARE TEAMS EFFECTIVELY.

COMMUNICATION SKILLS

EFFECTIVE COMMUNICATION IS CRUCIAL FOR INTERACTING WITH PATIENTS, HEALTHCARE PROVIDERS, INSURANCE
REPRESENTATIVES, AND ADMINISTRATIVE PERSONNEL. CLEAR VERBAL AND WRITTEN COMMUNICATION ENSURES ACCURATE
INFORMATION EXCHANGE AND SUPPORTS PATIENT ADVOCACY.

ORGANIZATIONAL AND MULTITASKING ABILITIES

PROFESSIONALS MUST MANAGE MULTIPLE RESPONSIBILITIES SIMULTANEOUSLY, FROM SCHEDULING APPOINTMENTS TO
COORDINATING PATIENT CARE ACTIVITIES. STRONG ORGANIZATIONAL SKILLS AND THE ABILITY TO PRIORITIZE TASKS ARE
ESSENTIAL TO MAINTAIN \WORKFLOW AND REDUCE ERRORS.

TEecHNICAL PROFICIENCY

COMPETENCY IN MEDICAL SOFTWARE, ELECTRONIC HEALTH RECORDS (EHR), BILLING SYSTEMS, AND OFFICE PRODUCTIVITY
TOOLS IS VITAL. FAMILIARITY WITH CODING SYSTEMS SUCH AS |[CD-10 AND CPT ENHANCES BILLING ACCURACY AND
COMPLIANCE.

ATTENTION TO DETAIL

ACCURACY IN HANDLING PATIENT RECORDS, BILLING INFORMATION, AND CLINICAL DATA IS CRITICAL TO AVOID MISTAKES THAT
COULD IMPACT PATIENT CARE OR REIMBURSEMENT PROCESSES.

ProOBLEM-SoLVING AND CRITICAL THINKING

PROFESSIONALS MUST QUICKLY ADDRESS SCHEDULING CONFLICTS, PATIENT CONCERNS, AND COORDINATION CHALLENGES TO
MAINTAIN EFFICIENT OPERATIONS AND QUALITY CARE.

EDUCATIONAL REQUIREMENTS AND TRAINING PROGRAMS

BECOMING PROFICIENT IN MEDICAL OFFICE ADMINISTRATION WITH HEALTH UNIT COORDINATING TYPICALLY INVOLVES FORMAL
EDUCATION AND SPECIALIZED TRAINING. THESE PROGRAMS PREPARE STUDENTS FOR THE DUAL NATURE OF THE ROLE, COMBINING
ADMINISTRATIVE KNOWLEDGE WITH CLINICAL COORDINATION SKILLS.

DeGree AND CERTIFICATE PROGRAMS

COMMON EDUCATIONAL PATHWAYS INCLUDE:

® ASSOCIATE DEGREES IN MeDICAL OFFICE ADMINISTRATION OR HEALTH UNIT COORDINATION

o CERTIFICATE PROGRAMS FOCUSING ON HEALTH UNIT COORDINATION OR MEDICAL ADMINISTRATIVE ASSISTING



® DIPLOMA COURSES DESIGNED TO EQUIP STUDENTS WITH PRACTICAL OFFICE AND CLINICAL SUPPORT SKILLS

MANY COMMUNITY COLLEGES AND VOCATIONAL SCHOOLS OFFER THESE PROGRAMS, WHICH BLEND CLASSROOM INSTRUCTION
WITH HANDS~-ON CLINICAL EXPERIENCE.

CERTIFICATION AND PROFESSIONAL DEVELOPMENT

CERTIFICATION ENHANCES CAREER PROSPECTS AND VALIDATES EXPERTISE. RELEVANT CERTIFICATIONS INCLUDE CERTIFIED
MebicaL AbMINISTRATIVE AssISTANT (CMAA) anp CerTIFIED HEALTH UNIT CoorbiNaTor (CHUC). ONGOING
PROFESSIONAL DEVELOPMENT HELPS MAINTAIN KNOWLEDGE OF HEALTHCARE REGULATIONS, TECHNOLOGY UPDATES, AND BEST
PRACTICES.

TecHNoLoGY AND TooLs IN MepicAL OFFICE ADMINISTRATION AND HEALTH
UNIT COORDINATION

TECHNOLOGY PLAYS A PIVOTAL ROLE IN OPTIMIZING THE FUNCTIONS OF MEDICAL OFFICE ADMINISTRATION WITH HEALTH UNIT
COORDINATING. UTILIZING ADVANCED TOOLS IMPROVES ACCURACY, EFFICIENCY, AND COMMUNICATION WITHIN HEALTHCARE
SETTINGS.

ELecTRONIC HEALTH Recorps (EHR) SysTeMs

EHR PLATFORMS STREAMLINE PATIENT DATA MANAGEMENT, ALLOWING FOR QUICK ACCESS TO MEDICAL HISTORIES, LAB
RESULTS, AND TREATMENT PLANS. PROFICIENCY WITH EHR SYSTEMS IS ESSENTIAL FOR MAINTAINING CONFIDENTIALITY AND
FACILITATING CARE COORDINATION.

MepiCAL BILLING AND CODING SOFTWARE

SOFTWARE SOLUTIONS AUTOMATE BILLING PROCESSES, INSURANCE CLAIMS SUBMISSION, AND CODING ACCURACY TO ENSURE
PROPER REIMBURSEMENT AND COMPLIANCE WITH HEALTHCARE REGULATIONS.

ScHEDULING AND COMMUNICATION TooLs

APPOINTMENT SCHEDULING SOFTWARE AND INTERNAL COMMUNICATION PLATFORMS ENHANCE COORDINATION BETWEEN
ADMINISTRATIVE AND CLINICAL STAFF, REDUCING WAIT TIMES AND IMPROVING PATIENT FLOW.

CAREER OPPORTUNITIES AND ADVANCEMENT

THE COMBINED EXPERTISE IN MEDICAL OFFICE ADMINISTRATION WITH HEALTH UNIT COORDINATING OPENS DIVERSE CAREER
PATHWAYS WITHIN THE HEALTHCARE SECTOR. PROFESSIONALS CAN FIND EMPLOYMENT IN VARIOUS SETTINGS, INCLUDING
HOSPITALS, OUTPATIENT CLINICS, LONG~TERM CARE FACILITIES, AND SPECIALTY MEDICAL PRACTICES.

JoB RoLEs AND TITLES

COMMON POSITIONS INCLUDE:

o MepicaL OFFICE ADMINISTRATOR



HeaLTH UNIT COORDINATOR

MEDICAL ADMINISTRATIVE ASSISTANT

PATIENT SERVICES COORDINATOR

CLINICAL SUPPORT SPECIALIST

ADVANCEMENT POTENTIAL

W/ ITH EXPERIENCE AND ADDITIONAL EDUCATION, PROFESSIONALS MAY ADVANCE TO SUPERVISORY OR MANAGERIAL ROLES SUCH
AS MebicAL OFFICE MANAGER OR CLINICAL COORDINATOR. SPECIALIZING IN HEAL THCARE COMPLIANCE, CODING, OR PRACTICE
MANAGEMENT CAN ALSO LEAD TO HIGHER-LEVEL POSITIONS.

ReGULATORY COMPLIANCE AND ETHICAL CONSIDERATIONS

ADHERENCE TO HEALTHCARE LAWS AND ETHICAL STANDARDS IS FUNDAMENTAL IN MEDICAL OFFICE ADMINISTRATION WITH HEALTH
UNIT COORDINATING. UNDERSTANDING REGULATORY FRAMEWORKS SAFEGUARDS PATIENT PRIVACY, PROMOTES PROFESSIONAL
INTEGRITY, AND ENSURES LAWFUL OPERATIONS.

HIPAA AND PATIENT CONFIDENTIALITY

COMPLIANCE WITH THE HEALTH INSURANCE PORTABILITY AND ACCOUNTABILITY ACT (HIPAA) IS MANDATORY TO PROTECT
PATIENT INFORMATION. PROFESSIONALS MUST IMPLEMENT SECURE DATA HANDLING PRACTICES AND MAINTAIN CONFIDENTIALITY
AT ALL TIMES.

ETHICAL RESPONSIBILITIES

ETHICAL CONDUCT INVOLVES TRANSPARENCY, ACCURACY IN RECORD-KEEPING, AND RESPECTFUL COMMUNICATION WITH
PATIENTS AND STAFF. UPHOLDING THESE PRINCIPLES FOSTERS TRUST AND SUPPORTS QUALITY HEALTHCARE DELIVERY.

FREQUENTLY ASkeD QUESTIONS

\WHAT IS MEDICAL OFFICE ADMINISTRATION WITH HEALTH UNIT COORDINATING?

MEDICAL OFFICE ADMINISTRATION WITH HEALTH UNIT COORDINATING IS A SPECIALIZED PROGRAM THAT COMBINES
ADMINISTRATIVE SKILLS WITH CLINICAL SUPPORT TASKS, PREPARING INDIVIDUALS TO MANAGE HEALTHCARE OFFICE OPERATIONS
AND ASSIST IN PATIENT CARE COORDINATION WITHIN HEALTH UNITS.

WHAT ARE THE KEY RESPONSIBILITIES OF A HEALTH UNIT COORDINATOR?

A HEALTH UNIT COORDINATOR MANAGES COMMUNICATION BETWEEN PATIENTS, HEALTHCARE PROVIDERS, AND STAFF,
COORDINATES PATIENT ADMISSIONS AND DISCHARGES, MAINTAINS MEDICAL RECORDS, AND ENSURES SMOOTH OPERATION OF THE
HEALTHCARE UNIT.



W/HAT SKILLS ARE ESSENTIAL FOR SUCCESS IN MEDICAL OFFICE ADMINISTRATION WITH
HEALTH UNIT COORDINATING?

ESSENTIAL SKILLS INCLUDE STRONG ORGANIZATIONAL ABILITIES, EFFECTIVE COMMUNICATION, KNOWLEDGE OF MEDICAL
TERMINOLOGY, PROFICIENCY IN HEALTH INFORMATION SYSTEMS, MULTITASKING, AND ATTENTION TO DETAIL.

How DOES MEDICAL OFFICE ADMINISTRATION COMPLEMENT HEALTH UNIT COORDINATING
IN A HEALTHCARE SETTING?

MEDICAL OFFICE ADMINISTRATION PROVIDES THE ADMINISTRATIVE FOUNDATION SUCH AS SCHEDULING, BILLING, AND RECORD
MANAGEMENT, WHILE HEALTH UNIT COORDINATING FOCUSES ON CLINICAL SUPPORT AND PATIENT INTERACTION, TOGETHER
ENSURING EFFICIENT HEALTHCARE DELIVERY AND PATIENT CARE.

\WHAT CAREER OPPORTUNITIES ARE AVAILABLE FOR GRADUATES OF MEDICAL OFFICE
ADMINISTRATION WITH HEALTH UNIT COORDINATING PROGRAMS?

GRADUATES CAN PURSUE ROLES SUCH AS MEDICAL OFFICE ADMINISTRATOR, HEALTH UNIT COORDINATOR, MEDICAL
RECEPTIONIST, PATIENT SERVICES COORDINATOR, OR HEALTHCARE ADMINISTRATIVE ASSISTANT IN HOSPITALS, CLINICS, AND
OTHER HEALTHCARE FACILITIES.

WHAT ARE THE CURRENT TRENDS IMPACTING MEDICAL OFFICE ADMINISTRATION AND
HEALTH UNIT COORDINATING?

CURRENT TRENDS INCLUDE THE INCREASING USE OF ELECTRONIC HEALTH RECORDS (EHRS)/ TELEHEALTH SERVICES, EMPHASIS ON
PATIENT-CENTERED CARE, INTEGRATION OF HEALTHCARE TECHNOLOGIES, AND THE NEED FOR COMPLIANCE WITH HEALTHCARE
REGULATIONS AND DATA PRIVACY STANDARDS.

ADDITIONAL RESOURCES

1. MepicAL OFFICE ADMINISTRATION: A PRACTICAL APPROACH

THIS COMPREHENSIVE GUIDE COVERS THE ESSENTIAL SKILLS NEEDED FOR EFFICIENT MEDICAL OFFICE ADMINISTRATION. |T DELVES
INTO APPOINTMENT SCHEDULING, PATIENT COMMUNICATION, INSURANCE PROCESSING, AND MANAGING MEDICAL RECORDS. THE
BOOK ALSO INCLUDES SECTIONS ON LEGAL AND ETHICAL CONSIDERATIONS IN HEALTHCARE SETTINGS, MAKING IT IDEAL FOR
ASPIRING MEDICAL OFFICE ADMINISTRATORS.

2. HeALTH UNiT CoorpINATOR: THE CoMpPLETE GUIDE

FOCUSED SPECIFICALLY ON THE ROLE OF HEALTH UNIT COORDINATORS, THIS BOOK PROVIDES DETAILED INFORMATION ON
MANAGING PATIENT CARE UNITS IN HOSPITALS AND CLINICS. T OPICS INCLUDE COORDINATING COMMUNICATION BETWEEN
HEALTHCARE TEAMS, HANDLING MEDICAL DOCUMENTATION, AND UNDERSTANDING HOSPITAL PROTOCOLS. IT’S AN EXCELLENT
RESOURCE FOR THOSE LOOKING TO SPECIALIZE IN HEALTH UNIT COORDINATION WITHIN MEDICAL OFFICES.

3. EsSenTIALS oF MepicAL OFFICE MANAGEMENT

THIS TITLE OFFERS A CLEAR OVERVIEW OF THE DAY-TO-DAY OPERATIONS OF A MEDICAL OFFICE. |T EMPHASIZES
ORGANIZATIONAL SKILLS, BILLING AND CODING, AND THE USE OF HEALTHCARE TECHNOLOGY SYSTEMS. THE BOOK ALSO
ADDRESSES CUSTOMER SERVICE TECHNIQUES AND TEAMWORK, WHICH ARE CRITICAL FOR SMOOTH OFFICE FUNCTIONING.

4. MepicAL TERMINOLOGY FOR HEALTH UNiIT COORDINA TORS

DESIGNED TO BUILD VOCABULARY AND UNDERSTANDING OF MEDICAL LANGUAGE, THIS BOOK HELPS HEALTH UNIT COORDINATORS
COMMUNICATE EFFECTIVELY WITH HEALTHCARE PROFESSIONALS. |T INCLUDES TERMINOLOGY RELATED TO ANATOMY, DISEASES,

TREATMENTS, AND DIAGNOSTIC PROCEDURES. THE PRACTICAL APPROACH ASSISTS READERS IN APPLYING TERMS ACCURATELY IN
CLINICAL SETTINGS.

5. HEAL THCARE ADMINISTRATION AND HEALTH UNIT COORDINA TION
COMBINING BOTH ADMINISTRATIVE AND COORDINATION ROLES, THIS BOOK EXPLORES THE INTERSECTION OF HEALTHCARE



MANAGEMENT AND PATIENT CARE SUPPORT. |T COVERS TOPICS SUCH AS ELECTRONIC HEALTH RECORDS, REGULATORY
COMPLIANCE, AND INTERDISCIPLINARY COMMUNICATION. THE TEXT PREPARES READERS FOR MULTITASKING IN DYNAMIC MEDICAL
ENVIRONMENTS.

6. FUNDAMENTALS oF HEALTH UNiT COORDINATION

A FOCUSED RESOURCE ON THE CORE RESPONSIBILITIES AND SKILLS REQUIRED FOR HEALTH UNIT COORDINATORS, THIS BOOK
ADDRESSES PATIENT ADMISSIONS, TRANSFERS, AND DISCHARGES. |T ALSO DISCUSSES MAINTAINING UNIT EFFICIENCY AND
SUPPORTING NURSING STAFF. REAL-WORLD SCENARIOS AND CASE STUDIES ENHANCE PRACTICAL UNDERSTANDING.

7. MepicaL OfFice ProcepURES AND HEAL TH UNIT COORDINA TION

THIS BOOK INTEGRATES THE ADMINISTRATIVE PROCEDURES OF MEDICAL OFFICES WITH THE SPECIFIC DUTIES OF HEALTH UNIT
COORDINATORS. READERS LEARN ABOUT SCHEDULING, MEDICAL DOCUMENTATION, BILLING, AND COORDINATING PATIENT CARE
WITHIN HOSPITAL UNITS. THE TEXT IS DESIGNED TO DEVELOP PROFICIENCY IN BOTH FRONT-OFFICE AND UNIT-BASED TASKS.

8. ELECTRONIC HEALTH RECORDS AND MEDICAL OFFICE ADMINISTRATION

FOCUSING ON DIGITAL HEALTHCARE MANAGEMENT, THIS BOOK EXPLAINS THE IMPLEMENTATION AND MANAGEMENT OF ELECTRONIC
HEALTH RECORDS (EHR). T HIGHLIGHTS HOW EHR SYSTEMS IMPROVE COMMUNICATION BETWEEN MEDICAL OFFICE STAFF AND
HEALTH UNIT COORDINATORS. THE GUIDE ALSO ADDRESSES DATA SECURITY, PATIENT PRIVACY, AND REGULATORY STANDARDS.

9. ProressioNAL COMMUNICATION IN MEDICAL OFFICE AND HEALTH UNIT COORDINA TION

EFFECTIVE COMMUNICATION IS VITAL IN HEALTHCARE SETTINGS, AND THIS BOOK OFFERS STRATEGIES FOR CLEAR AND
COMPASSIONATE INTERACTION. |T COVERS VERBAL AND NONVERBAL COMMUNICATION, CONFLICT RESOLUTION, AND TEAMW ORK
AMONG MEDICAL OFFICE PERSONNEL AND HEALTH UNIT COORDINATORS. THE TEXT AIMS TO IMPROVE PATIENT SATISFACTION AND
INTERPROFESSIONAL COLLABORATION.

Medical Office Administration With Health Unit Coordinating
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medical office administration with health unit coordinating: Plunkett's Procedures for
the Medical Administrative Assistant Heather D Ramsay, Marie Rutherford, 2019-12-11 - NEW!
Four Colour design with new art programme better illustrates current concepts and improves
readability and visual appeal. - UPDATED! Expanded coverage of healthcare plans across Canada. -
NEW! Coverage of Electronic Medical Records (EMR). - NEW! Evolve site including chapter review
questions, review questions, videos, forms and templates, audio glossary, and more! - UPDATED!
Reflects contemporary standards, technological tools, and terminology used in day-to-day modern
health care practice. - NEW! New and revised learning tools - including: learning objectives, key
terms, assignment boxes, tips, critical thinking boxes, and Did You Know boxes. - UPDATED!
Reflects current privacy legislation (PIPEDA) and changes to provincial and territorial Freedom of
Information acts. - NEW! Chapter order and comprehensive Table of Contents.

medical office administration with health unit coordinating: LaFleur Brooks' Health Unit
Coordinating Elaine A. Gillingham, Monica Wadsworth Seibel, 2013-02-01 Get the most
comprehensive, in-depth coverage on health unit coordinating from the industry's most popular text!
Expert authors Elaine Gillingham and Monica Wadsworth Seibel offer in-depth discussion of key
theories and concepts surrounding the profession and guide you through the common
responsibilities of a health unit coordinator in both traditional and electronic medical record
environments. From greeting new patients and dealing with visitors to transcribing physicians'
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orders, maintaining statistical reports, and preparing patient charts, this text will prepare you for
success across all areas of health unit coordination. - Certification Review Guide with mock
certification exam is included on the Evolve site with every purchase of the book. - Step-by-step
instructions on how to perform important procedures include in-depth explanations of key tasks and
possible modifications that would meet special requirements. - High Priority boxes throughout the
text offer useful information such as lists of addresses, organizations, laboratory studies, hospital
specialties, health unit coordinator career ladders, helpful hints, and more, related to chapter
discussions. - Example boxes in the Communication chapters present real-life scenarios that outline
the responsibilities of the health unit coordinator in each situation and offer tips on how you can
conduct yourself in a professional and helpful manner. - Bad handwriting examples give you
experience deciphering hard-to-read handwriting that you will encounter in
practice.Student-friendly features such as outlines, chapter objectives, vocabulary, and
abbreviations are included at the beginning of each chapter to set the stage for the important
information to be covered later in the chapter. - References within the text to the companion skills
practice manual and online tools direct you to hands-on exercises that stress the practical
applications of skills and procedures in a simulated health care environment. - NEW! Expanded
coverage of the EMR/CPOE explains how the implementation of the electronic medical record/CPOE
is changing the role of the Health Unit Coordinator. - UPDATED! Coverage of medications,
diagnostic procedures, therapies, surgical procedures, and new health care trends keep you up to
date on how to perform your role effectively in today's medical environment. - NEW! Hot topics in
health unit coordinating keep you abreast of issues currently affecting the health unit coordinator
such as, the electronic health record/CPOE, physician order entries, preceptorships, and
interviewing/background checks, are addressed. - NEW! Additional student activities are included in
each chapter to help reinforce material, expand your critical thinking and application skills, and
prepare you for exams. - NEW! Flashcards on Evolve help you review important terminology and
abbreviations that you will use on the job.
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complete, and submit the UB-04 claim form that is used for all Medicare and privately insured
patients. It describes how hospitals are reimbursed for patient care and services, showing how the
UB-04 claim form reflects the flow of patient data from the time of admission to the time of
discharge. Written by coding expert Debra P. Ferenc, this book also ensures that you understand the
essentials of ICD-10-CM and develop skills in both inpatient coding and outpatient/ambulatory
surgery coding. UB-04 Claim Simulation on the companion Evolve website lets you practice entering
information from source documents into the claim form. Over 300 illustrations and graphics bring
important concepts to life. Detailed chapter objectives highlight what you are expected to learn. Key
terms, acronyms, and abbreviations with definitions are included in each chapter. Concept Review
boxes reinforce key concepts. Test Your Knowledge exercises reinforce lessons as you progress
through the material. Chapter summaries review key concepts. Practice hospital cases let you apply
concepts to real-life scenarios. Updated Claim Forms chapter covers the UB-04 claim form. Updated
information covers diagnosis and procedural coding, with guidelines and applications. Updated
claim forms and names are used throughout.
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