
Top 10 Medical Records Clerk Interview Questions and Answers [Updated 2024]

Description

When aiming for a Medical Records Clerk position, you might encounter a series of questions about
your understanding of medical terminologies, handling of patient records, and confidentiality protocols.
Reviewing these commonly asked interview questions can help you articulate your skills and
experience more effectively.

Medical Records Clerk Interview Questions

Can you describe your experience with electronic health records systems?

How to Answer
Your response should demonstrate knowledge and proficiency in using electronic health records
systems. You should mention specific systems you’ve used, tasks you’ve performed, and any training
or certifications you have in this area. Highlight your ability to handle sensitive information with
discretion and your commitment to maintaining patient confidentiality.

Sample Answer
I have extensive experience with several electronic health records systems, including Epic and Cerner.
In my previous role at XYZ Hospital, I was responsible for accurately entering patient information,
scheduling appointments, and processing billing information. I hold a certification in Health Information
Management, which has equipped me with the necessary skills to handle and safeguard sensitive
patient information.

???? Get personalized feedback while you practice — start improving today

How would you handle a situation where a patient requests their medical record
but it appears to be missing or incomplete?

How to Answer
The interviewer is looking for your problem-solving skills and your ability to handle sensitive situations.
Start by emphasizing the importance of patient rights to access their medical records. Then, describe
the steps you’d take to resolve the issue, such as checking the electronic databases, contacting
relevant personnel, or following the institution’s protocol for such situations. Also, include how you
would communicate with the patient during this process, showcasing your customer service skills.
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Sample Answer
If a patient requests their medical record and it appears to be missing or incomplete, I would first
double-check all possible sources where the record might be, including all electronic databases and
physical storage, if applicable. If I still couldn’t locate the full record, I would follow our institution’s
protocol, which might include notifying my supervisor or the appropriate department. In terms of
communication with the patient, I would explain the situation honestly but reassure them that we are
doing everything we can to locate their information and will keep them updated on the progress.

? Ace your interview — practice this and other key questions today here

How do you ensure confidentiality and security when handling medical records?

How to Answer
The candidate should highlight their understanding of the importance of confidentiality and security in
the healthcare sector. They should provide examples of how they have adhered to these principles in
past roles. They could mention relevant regulations such as HIPAA and detail the practices they follow
to secure medical records, like using secure systems, limiting access, or proper disposal of sensitive
information.

Sample Answer
Confidentiality and security are crucial when handling medical records. I always follow the principles
outlined in the HIPAA, which emphasizes the importance of privacy in healthcare. In my previous role, I
ensured secure storage of physical files under lock and key with only authorized personnel having
access. For digital records, I used password-protected systems with up-to-date security measures. I
also made sure to properly dispose of any sensitive information that was no longer needed, such as by
shredding paper records or permanently deleting digital files.
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Tell me about a time when you had to handle a large volume of work within a tight
deadline. How did you prioritize your tasks?

How to Answer
The interviewer wants to assess your ability to manage your time and prioritize tasks effectively, which
is crucial in a role where you may have to deal with multiple requests for information simultaneously.
Use the STAR method (Situation, Task, Action, Result) to structure your answer. Describe a specific
situation where you were faced with a high workload and tight deadlines. Explain the tasks you were
responsible for, the actions you took to manage your workload and meet the deadlines, and the results
of your actions.

Sample Answer
In my previous position, we had a situation where we received requests for medical records from
several insurance companies within a short period of time. I had to ensure that all requests were
processed accurately and within the required deadlines. I started by ranking the tasks based on their
urgency and importance. I also used an electronic task management system to keep track of all tasks
and their deadlines. This helped me to stay organized and ensure that no task was overlooked. By
carefully managing my time and prioritizing tasks, I was able to complete all requests accurately and
within the required deadlines.

How do you handle requests for medical records from different departments or
outside providers?

How to Answer
The interviewer wants to know about your ability to prioritize tasks and manage time efficiently. You
should highlight your ability to quickly and accurately process requests, while maintaining
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confidentiality and accuracy. Discuss your knowledge of regulations related to sharing medical records
and how you follow these. Mention any systems or procedures you use to track and manage requests.

Sample Answer
In my previous role, I received requests for medical records from various sources. I prioritized these
requests based on urgency and the importance of the request. For example, any requests related to
patient care were always prioritized. I used a tracking system to manage all requests, ensuring that all
information is processed and sent in a timely manner. I am well versed in HIPAA regulations and
always ensure that these are followed when sharing medical records.

? Click to practice this and numerous other questions with expert guidance

What steps would you take to rectify an error found in a patient’s medical record?

How to Answer
The interviewer wants to understand your process in dealing with errors and your commitment to
accuracy in maintaining medical records. Begin by expressing the importance of accuracy in medical
records. Then, explain the steps you would take when you find an error, for example, cross-checking
information, informing the supervising personnel, correcting the error where you can, and updating all
related documents.

Sample Answer
Accuracy in maintaining medical records is of utmost importance. If I find an error, the first thing I would
do is cross-check the information to confirm that it’s indeed an error. I would then bring this to the
attention of my supervisor for further instructions. If possible and within my capacity, I would rectify the
error and ensure the correction is reflected wherever the erroneous information was used. Finally, I
would review the situation to see if there are ways to prevent such errors in the future.

Can you describe a situation where you had to use problem-solving skills to
correct a discrepancy in a patient’s medical record?

How to Answer
When answering this question, it is important to demonstrate your problem-solving skills and your
attention to detail. Provide an example where you faced a discrepancy in medical records, explain how
you identified the issue, the steps you took to correct it, and the outcome. It’s also vital to mention any
collaboration with other team members and any policies or procedures you followed.
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Sample Answer
In my previous role, I noticed a discrepancy in a patient’s medication list during a routine review. The
patient was listed as taking a medication that was not included in his recent prescriptions. I cross-
referenced the information with the pharmacy and the prescribing doctor’s notes to confirm the
inconsistency. After verifying the error, I updated the record and notified the patient’s healthcare
provider. Throughout this process, I adhered to our facility’s protocol to ensure the accuracy and
integrity of the patient’s medical record.

? Practice this and many other questions with expert feedback here

Can you explain how you would respond if a legal representative requests access
to a patient’s medical records?

How to Answer
The best way to answer this question is to demonstrate your knowledge of the legal and ethical
considerations involved in releasing medical records. You should mention the importance of verifying
the identity of the requester and checking their legal authority to access the records. Also, mention that
you would follow the organization’s policies and procedures in such cases.

Sample Answer
If a legal representative requests access to a patient’s medical records, I would first ensure the identity
of the requester and verify that they have the legal authority to access the records. This could involve
checking a power of attorney document or court order. I would then consult our organization’s policies
and procedures to ensure we’re in compliance. If everything checks out, I would proceed with providing
the records, keeping in mind the need for discretion and confidentiality at all times.

What measures would you take to ensure accuracy when entering or updating
patient information in medical records?

How to Answer
The candidate should demonstrate their attention to detail and thoroughness in this answer. They can
discuss various strategies such as double-checking information, using patient identifiers, and keeping
up-to-date with changes in medical coding and terminology. They should also mention about the
importance of accuracy in medical records for patient care, billing and legal purposes.

Sample Answer
Accuracy is paramount when dealing with patient records. I always double-check the information I
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input, especially when it comes to crucial data like diagnoses and treatment details. I also make sure to
use patient identifiers to avoid any mix-ups. Staying current with changes in medical coding and
terminology also helps in maintaining accuracy. Finally, I always take my time to ensure I don’t rush
and make mistakes, understanding that accuracy in medical records can impact patient care, billing
and legal situations.

How do you handle stress or pressure in the workplace especially when dealing
with sensitive medical records?

How to Answer
The interviewer wants to learn about your ability to handle stress and pressure, especially in situations
that might involve sensitive or critical data. It’s important to demonstrate that you have coping
mechanisms to handle stress and can maintain a high level of accuracy and attention to detail even in
stressful situations. You should provide specific examples of stressful situations you’ve faced in the
past and how you successfully managed them. Also, talk about any stress management techniques or
strategies you use to stay focused and efficient.

Sample Answer
While working in a fast-paced healthcare setting, I have indeed encountered situations that were
stressful. For instance, there was a time when there was an influx of patients due to a flu outbreak, and
the demand for updating and retrieving medical records dramatically increased. It was indeed stressful,
but I knew that it was crucial to remain calm and focused. First, I prioritized the tasks based on urgency
and importance. Then, I took short breaks when needed to clear my mind. I also made sure to double-
check all entries to maintain accuracy. In the end, I was able to handle the situation effectively without
any errors in the records.

? Boost your confidence — practice this and countless questions with our help today

Download Medical Records Clerk Interview Questions in PDF

To make your preparation even more convenient, we’ve compiled all these top Medical Records Clerk
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Job Description

A Medical Records Clerk is responsible for maintaining and updating
patients’ records in a healthcare setting. They ensure the information
remains accurate, confidential, and accessible when needed. Tasks
include filing and retrieving medical records, processing requests for
patient information, using coding and categorization software for data
analysis, and ensuring compliance with medical laws and regulations.

Skills

Attention to detail, Knowledge of medical terminology, Data entry skills,
Excellent organizational skills, Good communication skills, Ability to
maintain confidentiality, Knowledge of medical coding, Proficiency in
computer systems and software, Understanding of healthcare privacy
laws

Industry
Healthcare, Hospitals, Outpatient care centers, Nursing facilities,
Medical offices

Experience Level Entry-level to Mid-level

Education 
Requirements

High school diploma or equivalent, though some employers may
require postsecondary education in health information technology.

Work 
Environment

Medical Records Clerks typically work in the administrative areas of
healthcare facilities like hospitals, clinics, and nursing homes. They
often work full time and may need to work evenings and weekends in
24-hour healthcare facilities.

Salary Range $25,000 to $35,000 per year

Career Path

Medical Records Clerks can advance their careers by becoming
medical records and health information technicians, medical and health
services managers, or health information managers. Further education
and certification may be required.

Popular 
Companies

HCA Healthcare, UnitedHealth Group, Kaiser Permanente, Ascension
Health, Tenet Healthcare
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