
 

 
Medical Information Specialist #00132 
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Date of Last Revision: 08-11-2021 

FLSA Status:  Non-Exempt Pay Plan:  General Grade:  19 
 
City of Virginia Beach Organizational Mission & Values 
The City of Virginia Beach exists to enhance the economic, educational, social and physical quality of the 
community and provide sustainable municipal services which are valued by its citizens. The City of 
Virginia Beach organization is based upon a belief in the democratic process of government. This belief 
provides meaningful ways for citizens, reflecting the diversity of our City, to contribute to the development 
of public policy. This process is enhanced by organizational values which guide member performance 
within the Virginia Beach Quality Service System. These Values define our desired organizational culture.  
We value quality customer service; teamwork; leadership and learning; integrity; commitment; and 
inclusion and diversity. 
 
Class Summary 
Perform medical office and varied administrative duties for the Human Resources Department 
Occupational Safety & Health Services Division front office. 
 
Representative Work Functions and Responsibilities 
Serve as receptionist, answering phone and greeting visitors, directing patient/clients to the proper person 
or office. 
 
Prepare, reply to correspondence and verbal inquiries in accordance with established procedures 
including attorney/client privilege for information requests from the City Attorney’s Office. 
 
Establish and maintain confidential patient medical records, medical correspondence and other files in 
compliance with Health Insurance Portability and Accountability Act (HIPAA), Americans with Disabilities 
Act (ADA) and regulatory records retention policies. 
 
Schedule employee medical exams, and coordinate mandated program scheduling as well as other clinic 
appointments, meetings and events. 
 
Coordinate with contract physicians’ offices to ensure adequate physician coverage. 
 
Plan and coordinate the work of others such as contractors or staff supporting the front office. 
 
Track random testing records for various programs such as CDL, Coast Guard, FAA, etc. 
 
Order office, safety and medical supplies. 
 
Process division requisitions, bills, invoices, and vouchers; and track division expenditures. 
 
Perform other job duties requiring skills, knowledge and physical requirements as demanded by those 
duties described or less. Individual assignments will be determined by the supervisor based on then 
current workloads and department needs. 
 
Performance Standards 
Effectively and diplomatically communicate with various levels of public and private officials, city 
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employees and various professional agencies outside the division; compose effective correspondence; 
compose medical and psychiatric patient-care correspondence; accurately maintain department records; 
efficiently carry out duties independently and as assigned by supervisor. 
 
Minimum Qualifications 
High school or GED course plus five (5) years’ experience in the medical field utilizing the required 
knowledge, skills and abilities; or any equivalent combination of experience and training which provides 
the required knowledge, skills and abilities. 

Special Requirements 
All employees may be expected to work hours in excess of their normally scheduled hours in response to 
short-term department needs and/or City-wide emergencies. 
 
This position requires the applicant to sign a non-disclosure/privacy form for access to and maintenance 
of confidential information. 
 
Knowledge-Skills-Abilities Required to Perform Satisfactorily 
A. Knowledge 

1. Knowledge of medical and office terminology, procedures, and equipment. 
2. Knowledge of medical and office information collection, tracking, and reporting. 
3. Knowledge of business arithmetic, bookkeeping and proper English. 
4. Knowledge of departmental, divisional and municipal organization, administration and 

procedures. 
5. Knowledge of Health Insurance Portability and Accountability Act (HIPAA). 
6. Knowledge of Americans with Disabilities Act (ADA). 
7. Knowledge of OSHA and other safety and health related standards and regulations. 
8. Knowledge of regulatory record retention standards. 

B. Skills 
1. Effective written and oral communication skills. 
2. Skill in operating a personal computer and relevant software such as email, internet browser, 

word processing, spreadsheet and medical/general database applications. 
3. Skill in effectively and efficiently managing time for self and others, including skill in 

scheduling appointments, meetings, and events. 
4. Skill in active listening and clearly communicating information in order to facilitate effective 

communication both in person and over the phone. 
5. Skill in providing excellent customer service, including skill in identifying customer needs, 

meeting quality standards of service, and evaluating customer satisfaction. 
6. Skill in operating standard office equipment such as printer, copier, calculator, and multi-line 

phone system. 
C. Abilities 

1. Ability to understand and follow complex oral and written directions. 
2. Ability to maintain effective working relationships with other employees and the general 

public. 
3. Ability to work well under stress. 
4. Ability to prepare routine statistical and medical reports. 
5. Ability to compose routine correspondence from medical records. 
6. Ability to perform all job duties in a professional manner, to protect confidential information, 

and to use restraint and discretion in adverse or sensitive situations. 
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Working Conditions 
Working conditions are intended to provide a general overview of the environmental conditions inherent in 
the job setting, as well as the physical, mental, and sensory requirements necessary to perform the 
essential functions of positions in the noted job title.  A more detailed description will be made available at 
the position (PCN) level both internally and externally with all posted open positions. 
 
NOTE: Per HR Policy 6.19, Americans with Disabilities, the City follows the requirements of the 
Americans with Disabilities Act (ADA) in all hiring and employment decisions.  The City shall not 
discriminate on the basis of disability in its hiring and employment practices.  The City shall make 
reasonable accommodations for the known physical or mental limitations of a qualified applicant or 
employee with a disability upon request unless the accommodation would cause an undue hardship on 
the operation of the City’s business. 
 
 


