Medical Secretary Terminologies
dudall 45U ) diga clallaas

Patient Personal Information
duaddl) Gy yal) cilaglea
o all Lt i) e glaall aal JUl Jgaadl a yatien

Data ity
First name IV any)
Family name ALl o
Date of birth el oy
Gender ol
Male <A
Female ]
National ID number daida gl 4 el o8
lgama Aaayl
Medical record number bl Jall 8,
Mobile Number Jisall a8
Region aalaiall
City Al
Relative name YT (e il )
Relative relationship A s
Relative number Y (e 2aY Jaal 5 a8

Job Titles
Al ) Clsamaal
Lnal) cilidiall et 53 g sall Lida 5l Cilyansal) pa) e JU) J a6 iny

Job Title il caall
Chief executive officer (CEO) sl paal)
Manager PN
Director oy
Administrator @l
Supervisor o ydia
Physician b
Consultant il
Specialities (Pl
Nurse 4ia yaa
Technician it
Engineer ediga
Receptionist Jlat) als ga
Medical secretary b i S
Clerk s
Porter Jusl e
Trainee dia
Security (!
Tea boy 5 5edll Jale
Cleaner ks Jale
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A to Z of Hospital Departments

(Adial) alud)
MY s canadll 3 a1 il gl Gacsalll Gl clddiud) 3 dglall ALY aal JAl Jsaaldl o ey
g siia gy b pills aud S 8 aa g Ll cad JS e | pean Gl 35S0 clianaddll o) Jlae V) G

il dnin) 5 da D Clalall sl b peaal 5 JS JaaSle g oS Cllanadil)

Department asadl) Professional
Anaesthetics Bt Anaesthetists
Audiology Gl Audiologist
Cardiology - Cardiologists
Dental Ol Dentists
Dermatology dals Dermatologist
Ear Nose and Throat (ENT) Boais 5 ol 5 ) Otolaryngologists (ENTs)
Education adh Educator
Emergency (ER) 5l sk Paramedics
Endocrinology sloa 3¢ Endocrinologists
Family Medicine ol il Family physician
Gastroenterology g Sleall (al sl Gastroenterologists
Gynaecology slui al yal Gynaecologists
Immunology delia Immunologists
Infectious Diseases 43m0 Ul Infectiologist
Infertility Medicine pdc Gynecologists / Urologists
Inpatient ward P
Intensive Care Unit (ICU) 538 yall dlial) Bas Intensivists
Internal Medicine Aakaly Internist
Laboratory Gl yrida Pathologist
Maternity 2l 5 Obstetrician/gynecologists
Neonatal Y ) s Juikal Neonatologist
Nephrology &S Nephrologists
Neurology Clac Neurologists
Nutrition 40 Dieticians
Obstetrics and Gynaecology (OB-GYN) 2aa¥ 5 5 eluai Obstetricians
Occupational therapy by e Occupational therapists
Oncology el Oncologists
Ophthalmology s Optometrists
Orthopaedics plac Orthotists
Outpatient clinic LaBede | e
Paediatrics Jubl Paediatricians
Pharmacy ddaa Pharmacists
Physiotherapy Iy Physiotherapists
Plastic Surgery ENIVESPUNEN Plastic surgeon
Psychology ddil) 4nia Psychologists
Radiology (X-ray) Al Radiologists
Renal unit S Bas Rheumatologists
Respiratory (il z3le Respirologists
Rheumatology pwile g Rheumatologist
blas Speech-Language
Speech-Language Pathology Pathologists
Surgery 4aal Surgeon
Urology A5y e Urologists
Urogynecology Al g A 50 clilise Urogynecologist
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A to Z Administrative and Allied Departments

Bacluall g 4y 121 aludy)
il (e ) 53 g gall Al 5 4 oY) ALl aal e Ul el s siag

Department asadl)
Admission office Jaall e
Administrative services Aglayl cleadldl
Business centre eVl X ya
Contracts management 3 58all 5l
Finance allall
Home healthcare Ay el dle )
House keeping adUaill clead
Human resources (HR) Ayl 3l sall
Information technology (IT) e glaall 43
Internal audit Sl s
Inventory/Stock control a5 1)
Legal affairs A gilall oy g5l
Maintenance luall
Medical eligibility o) ddal
Medical records Al el
Patients relation xa all lidle
Planning Laudaal)
Public relations ide cldle
Purchasing Gl yidia
Quality management 3 92l 3,3
Reception Juaiy)
Research centre Ala¥) S
Religious affairs agiall o gl
Security oY)
Social services dseldiay) cleaall
Supply and chain Crsadl) g alaaY)
Training and academic affairs Al &Y (gl gy il

Basics Medical Forms

Ll 4b il
Aolal) k) 853 s sall Al 23l bl ia iy a5 lal) 23l JS jeany Y M) Jsaal)

Forms gk
Admission and discharge oAl Jsaal
Prescription slip ik dday
Physical examination Sl andll
Medical history ) gl
Surgical consent

Tl Al )

Pre-operative check list

Ll ol Alenll J8 dnal ) 406

Vital sings chart

4 sl Sl 5 i

Progress note form

el sk ddaade £3 ga
Medication report o) all =3 ga
Admission and discharge consent zooAlly Jsaall ) A
Consultation report oLl 73 gad
Discharge summary oAl pasle
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Secretary Common Terms
Al 45 ) clalhias
AV Algal) (8 e sy S Aeadinsall Apulu) <l jiall aal e Jsaall 13 (s siag

Term s
Staff/Employee Cnals sa
Documents Bl
Letter s
Memo avaxs
Form Tl
Report R
Agenda odial
Signature &gl
Mail KYR[
In coming 3 gl
Out going Ll
Attachments CEd
Meeting g Laia)
Schedule Jsaa
Conference room Aleldial 48 &
Invitation 5522
Calendar 585
Appointment RSPV
Waiting list Odany) dails
Visiting hours 5ol el
Cancellation elal)
Delay Jaals
Urgent dale
Confidential S
Delegation of authority bl ay oi
Endorsement algall ¢1aY (g il
Rota leall g3
Absence e
Sick leave i e o lal
Professional leave Aiga o 3l
Annual leave 4 g o la
Short leave oyl o jlal
Maternity leave 33 5 0 jlal
Emergency leave 4 a3l
Break aaly o yid
Referral Jagad
Postmaster cldle Y
Notification el
Coordination ot
Communication Jual g3
Accreditation i)
Licensed Uad e
Announcement e e)
Symposium o g3
Certificate ol
Leaflets Gl giliia
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Poster alidle) Guals /Gale
Releases Gl
Supplies o)l
Statistics CGliibiaa
Databases Gl sacld

Data by
Registry Ja
Information e glaa
Follow up 4alia fAxa) ja
Feedback = 8

Filing Lais

Order B
Request i

Permission o
Organisational structure (ealaii IS
Guidelines Al ac) 48
Policy and procedures Glel jal s bl
Complaints EEL
Incidence report Bala Ll
Notice idasSle
Invoice 3 9ld
Insurance company Ol A8 Hd
Insured Ao Gaall
Covered charge lazal) Caall<sl)
Claim Blaatay)
Claim review GBlaaiuY) daal ya
Cost Al
Prepayment Grmse ado
Privet room 4ald 48 e
shared room 48 jilia 4d je
Evaluation s
Committee sl
Members eloac
Review 4axal je
Equipment < ol

Basics Medical Terms
doubud) dgdal) cilallaas

pnadll A elilallaiag o5 30 (e gshd o) Gl g ddling Ylaay a3 Al Aphll Cilalliadl (e el 25 g
Apbll Glallhadl aa) o i G J gaall e gall A jlaalls 43 Galast 3 Jladl

Terms Clathias
Disease/lllness/Sickness e
Diagnoses EETEN
Symptoms ual el
Patient LAl e
In patient s s e
Out patient A A Glabe Gy

Refereed patient

Jsne Uy

Discharged patient

a sl ez A G e

Prescription

4%ag
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Medicine/Medication/Drug &l g
Pregnant dala
New born Y PRGITIEN
Infant ey
Child Jika
Adult a
Length of stay A8y 320
Occupied bed eld e
Vacant bed/ Unoccupied bed el e .
Death Lt
Informed consent A0 428) 9o
Attending physician i) Calall
Examination/ test Jalas
Delivery/ Labour room oaY g4 ye
Examination room Uadd 48 2
Clinic oale
Check up Uand
Operation lee
On call o slia
Audio dictation ssall eyl
Stationary
Sl & g
Equipment ]
Pen o8
Pencil Uaba
Marker a8
Paper Gos
File ala
Folder alaa
Envelop ol
Hole punch RETER BN
Stapler PRI
Staples bl Gl
Tape EO e
Notebook o_)Sia
File label calall ) sie Geala
filing cabinets CuoAs @Y g
Desk i
Sticky notes Gldaade 3
Pins RN
Paper clip Gl elidia
Pin-board Glaalall da d
Desk tray Calaiioe 4 gl
Printer Al
Photocopier gl A
Ink o
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