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Contact Information
 P.O. Box 237, Meru, Kenya
 Tel: +254 741 471 418
 Email: glorykinya780@gmail.com

PROFESSIONAL SUMMARY
Dedicated and skilled Health Records Professional with three years of experience in managing accurate and comprehensive medical documentation systems. Proficient in utilizing advanced health information management systems to maintain precise and detailed patient records while ensuring data security, confidentiality, and regulatory compliance. Adept at collaborating with medical teams, administrative staff, and healthcare professionals to facilitate seamless information flow and support optimal patient care.

ACADEMIC QUALIFICATIONS
Bachelor's Degree in Health Records and Information Technology
 Kenya Methodist University | 2025 - 2027 (Expected)
Diploma in Health Records and Information Technology
 Mount Kenya University | 2019 - 2021

PROFESSIONAL SKILLS
Health Information Management Systems (HIMS) & EHR Proficiency
 Expertise in operating electronic health records software and database management
HIPAA Compliance & Data Protection
 Comprehensive knowledge of patient confidentiality, privacy laws, and regulatory requirements
Medical Terminology
 Strong understanding of healthcare terminology for accurate documentation and records management
Data Quality Assurance & Auditing
 Proven ability in maintaining accuracy, conducting audits, and ensuring data integrity
Release of Information (ROI) Procedures
 Proficient in processing medical records requests while ensuring legal and regulatory compliance

PROFESSIONAL EXPERIENCE
Health Records Officer
 CHS-Kenya, Mutuati Sub-County Hospital
 2022 - Present
Key Responsibilities:
· Retrieve, file, and organize patient medical records in both electronic and physical formats to ensure easy accessibility and efficient records management
· Enter and update patient demographic and clinical information into the health information management system, including MOH TB registers
· Conduct daily audits of patient records and files to verify completeness, accuracy, and adherence to documentation standards
· Collaborate with clinical departments to resolve missing information, incomplete documentation, and records discrepancies
· Assist in scanning, indexing, and archiving medical documents to facilitate the transition from paper-based to electronic record systems
· Prepare weekly and monthly reports on newly identified TB cases and treatment outcomes
· Participate in field activities and deliver health education talks to patients to promote improved healthcare outcomes
· Conduct patient follow-ups to prevent missed TB cases and ensure continuity of treatment and care

REFERENCES
Available upon request

