For more information: Medical
(oDegree/Certificate Requirements Ofﬁc.e
Professions

Call Counseling
686-9330
@Transfer Programs
Call Articulation Office
686-9070
(@Registering for Classes
Call Registration
686-9305
Employment @Specific Course Information

.. Call Office Adm. & Tech.
Opportunities Are 686-9127

Available with . .. Financial Aid
Call Financial Aid

686-9080
@ Articulation /Alignment
Call Articulation Office

* Physicians’ offices

* Area hospitals 686-9070
(Internships
* Medical transcription services Call Co-op Office
686-9474

(mJob Placement

Call Career Services
686-9072 Health Insurance

Coding & Claims Specialist
Certificate

* Physicians’ billing services
* Home care agencies

* Hospice care providers

Delta Colle e Medical Transcription Specialist

* Prosthetic and orthoti li
rosthetic and orthotic suppliers Certificate

Experience the Delta Difference

° N . h It is the policy of Delta College not to discriminate in employment, education,

urSlng omes public accommodation or public service on the basis of religion, race, color, national
origin, age, sex, marital status, sexual orientation, height, weight, arrest record, vet-
eran status, disability, or other classifications as required by applicable U.S. federal,
state or local law. Direct inquiries to the Equity/Compliance Officer, Delta College,
1961 Delta Road, Office J101, University Center, MI 48710, telephone 989-686-9122,
or email: equityoffice@delta.edu

Medical Secretary
Associate Degree

www.delta.edu




The efficiency of a medical office
and the quality of medical care
provided depend in large part
upon the staff members who
supplement and support the role

of the physician.

As a medical office staff
member, you must have

strong communication skills,

organizational ability, computer

knowledge, and excellent human

relation skills.

Consider these medical office career options. ..

« Report physician services for

Health Insurance i )
relmbursement to patlents Insurance

i Codlr.|g.& Claims companies
= Specialist - Determine appropriate diagnosis and
Certificate procedure codes

> « Compile and maintain patients’ medical

(25 credits) records
« Process coordination of benefits, adjust-
ments, deductibles, and co-pays for posting

« Transcribe letters, operative notes, radiology
2 Medical reports, and related medical documents
« Enter patient care documentation into

d Transcription :
. medical records
Specialist « Understand the legal and ethical
Certificate responsibilities of working with medical
records
(25 credits) - Work-at-home opportunities

- Professional certification is available
from the American Association for
Medical Transcription after 3to 5
years of transcription experience

« Understand and use medical terminology
Medical Secretary ° Complete medical insurance claims
Associate Degree - Handle ccl)r.reseorjden.ce, medical records,
and physicians’ dictation
« Greet and direct patients
» Manage appointment schedules and the
telephone
« Understand the legal responsibilities of
medical office staff members

(62 credits)



