
POSITION DESCRIPTION 

Department: Business Office 
Title: Medical Coder 
Date Created: 7/24/2025 
Next Review Date: 7/24/2026 

Reports to: Revenue Cycle Director 
Approved by:_____________________ 
                                        (Administrative Dept. Signature) 

        

POSITION STATUS:   ☒Hourly ☐Salaried 

 

POSITION SUMMARY 

The Medical Coder is an administrative healthcare professional who meticulously reviews inpatient and 
outpatient medical records to assign or check accurate ICD-10CM and CPT-4 codes for billing purposes. 
Serving as a resource for staff and providers, the Medical Coder ensures correct coding to optimize 
reimbursement. This role demands excellence in customer service when interacting with employees, 
managers, supervisors, patients, family members, customers, and vendors. The Medical Coder 
collaborates with colleagues and departments throughout Lake Chelan Health to deliver exceptional 
care services in a professional, ethical, and knowledgeable manner while maintaining a safe, clean, and 
organized work environment.  

 

DUTIES & RESPONSIBILITIES 

• Review inpatient and outpatient medical records to identify principal diagnoses, secondary 
diagnoses, and procedures.  

• Assign or check ICD-10CM and CPT-4 codes to records.  
• Enter coded data and related information into Lake Chelan Health’s information management 

system for claims processing.  
• Collaborate with staff, including providers, to verify correct coding and documentation 

requirements.  
• Serve as a resource for coding and billing inquiries and troubleshooting.  
• Stay informed on coding trends, advancements, and updates to universal coding systems.  
• Perform other related duties as assigned.  
• The employee is responsible for upholding Lake Chelan Health’s Core Accountabilities, Mission, 

Vision, and Values as outlined in the Employee Handbook.  
• The Medical Coder routinely accesses and uses protected health information to fulfill patient 

care responsibilities.  

QUALIFICATIONS 

• High school diploma or GED required.  
• Graduate of an accredited medical billing/coding program or a minimum of two years of 

relevant experience, including ICD-10 and CPT-4 coding, plus education in ICD-10 coding 
standards.  

• National Coder certification is required.   
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PHYSICAL REQUIREMENTS ANALYSIS 

Department: Business Office    Job Title:  Medical Coder 

Mark all responses using the following codes: 
  N =  Never 
  O =  Occasionally, represents 1 to 33% or 1 to 2 hours of an 8-hour workday 
  F =  Frequently, represents 34 to 66% or 2.5 to 5.5 hours of an 8-hour workday 
  C =  Continuously, represents 67 to 100% or 6 to 8 hours of an 8-hour workday 
 

N O F C PHYSICAL ACTIVITY 
☐ ☐ ☒ ☐ Walking 
☐ ☐ ☒ ☐ Sitting/Standing 
☐ ☐ ☒ ☐ Reaching: Shoulder Height 
☐ ☒ ☐ ☐                    Above Shoulder Height 
☐ ☒ ☐ ☐                    Below Shoulder Height 
☒ ☐ ☐ ☐ Climbing 
☐ ☒ ☐ ☐ Pulling/Pushing: 25 pounds or less 
☐ ☒ ☐ ☐                                25-50 pounds 
☐ ☒ ☐ ☐                                Over 50 pounds 
☒ ☐ ☐ ☐ Lifting:  25 pounds or less 
☒ ☐ ☐ ☐               25-50 pounds 
☒ ☐ ☐ ☐               Over 50 pounds 
☐ ☒ ☐ ☐ Carrying:  25 pounds or less 
☒ ☐ ☐ ☐                   25-50 pounds 
☒ ☐ ☐ ☐                   Over 50 pounds 
☐ ☐ ☐ ☐ Crawling/Kneeling 
☐ ☒ ☐ ☐ Bending/Stooping/Crouching 
☐ ☒ ☐ ☐ Twisting/Turning 
☐ ☐ ☒ ☐ Repetitive Movement 

 

PHYSICAL EXPOSURE: (mark where applicable with “X”) 
☐Unprotected heights     Harmful physical agents: 
Lighting:  ☐Bright             ☐Heat/Cold   
                 ☐Dim               ☐Noise        
☐Mechanical hazards    ☐Ionizing/non-ionizing radiation       
☐Hazardous substances   
☐Infectious diseases     
 
ACCEPTABLE MINIMUM PHYSICAL ABILITY:  

Vison:     ☐Good ☒Correctable  ☐Blind  

Color Vision:     ☐Normal ☒Impaired     
Hearing:  ☒Normal ☐Moderate Loss  ☐Deaf  
Manual Dexterity: ☐Good ☒Fair             
Talking/Speech:     ☐Normal ☒Moderate Loss ☐Mute    



 

 
DISCLAIMER STATEMENT 
The above statements are intended to describe the general nature and level of work being performed.  
They are not intended to be an exhaustive list of all responsibilities, duties and skills required of 
personnel so classified, nor do they address the performance standards that must be maintained. 
 

 

EMPLOYEE: 
I have read and understand the duties and responsibilities of this position.  I have reviewed and agree 
to the contents of this position description, and I am able to perform the job functions and meet the 
physical requirements without restriction(s): 
 
 
____________________________                             ____________________ 
Employee Signature                                                       Date 
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