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Job Details

Job Title:
Clinical Coding Manager
Grade:


Department:

Reporting to:

Responsible for:

Location(s):

Job Overview
The overall purpose of Informatics has been defined as to:

Enable promote and support the effective use of data, information, knowledge

and technology to support and improve health and health care delivery

Therefore, the role of Informatics is to ensure an organisation has the required cost effective systems, information and technology services needed to provide excellent clinical care to its patients, in conjunction with its partners throughout the wider health community.
The Clinical Coding Manager will have responsibility for the supervision of the Clinical Coding Department and for the accurate and timely completion of coded clinical data on the Patient Administration System.  The post holder will also ensure that there are comprehensive and effective procedures in place for the consistent provision of quality clinical information.

Duties and Responsibilities
· To take responsibility for the day-to-day running of the Clinical Coding Department.

· To be responsible for the accuracy and volume of coding within the department and to provide regular reports on productivity and ensure coding completeness by reducing and eventually alleviating coding backlogs by identifying outstanding activity and retrieving case notes from other borrowers as required.

· To ensure a high level of professional skill is maintained by the clinical coding staff and that all new coders receive basic training covering all aspects of ICD-10 and OPCS-4 prior to attending the national Basic Clinical Coding Training Course.  Also to develop the skills of other coding staff in using the PAS system and in particular the encoding system.

· To ensure accurate HRG assignment, validating as appropriate during the coding process, in order that all data required for analysis and reporting is correct.

· To be system manager for the encoding system ensuring all updates are incorporated, all faults documented and referred to the main supplier for remedial action.

· To undertake regular audits in accordance with the National Audit Framework for coded clinical data to identify and correct any coding errors, check completeness and depth and review the quality of the information provided to coders. 

· To promote the interchange of dialogue between clinicians and clinical coders.

· To have an active involvement in the development and implementation of new information processes relevant to clinical coding.

· To ensure the security and confidentiality of all clinical data handled, including the safe keeping of all health records.   

· To liaise with other disciplines as required regarding patient data clarification in order to support data quality.

· To have a comprehensive understanding of the Patient Administrative System, in particular, the encoding system in order to validate and correct PAS errors to ensure activity is recorded accurately to support clinical governance and data quality standards.

· To validate and utilise hospital clinical systems to aid and support coding audit.
· To act as first point of contact regarding the coding system and liaise with relevant disciplines regarding any issues such as fault reporting, general queries etc.

· To develop a basic working knowledge of information technology, particularly in its application to producing reports, utilising spreadsheets and graphics packages.

· To be responsible for the use of the computerised time and attendance system for all site coding staff and during periods of absence of the PAS manager.
· To be aware of all statutory and local requirements regarding the disclosure/safe keeping of information e.g. the Data Protection Act, Caldicott etc.

General

Performance Reviews/Performance Obligation

The post holder will be expected to participate in the organisation’s Individual Performance Review process to ensure continued professional development.

Job Limitations

At no time should the post holder work outside their defined level of competence.  If the post holder has concerns regarding this, they should immediately discuss them with their manager/supervisor/consultant.  All staff have a responsibility to inform those supervising their duties if they are not competent to perform a duty.

Confidentiality

In line with the Data Protection Act 1998, the post holder will be expected to maintain confidentiality in relation to personal and patient information, as outlined in the contract of employment.  The post holder may access information only on a need to know basis in the direct discharge of duties and divulge information only in the proper course of duties.

Risk Management

The organisation is committed to protecting its staff, patients, assets and reputation through an effective risk management process.  The post holder will be required to comply with the organisation’s Risk Management Policy, Health and Safety Policy and other associated policies and to actively participate in this process, having responsibility for managing risks and reporting exceptions.

Records Management

The post holder has a legal responsibility to treat all records created, maintained, used or handled as part of their work within the organisation in confidence (even after an employee has left the organisation).  They also have a duty to manage records in line with the organisation’s records management policy.  Included in these are records relating to patient health, finance, personnel and administrative functions, whether paper based or electronic.  All staff have a responsibility to consult their manager if they have any doubts about the correct management of the records with which they work.

Health and Safety

The post holder is required to cooperate with the organisation to ensure health and safety duties and requirements are complied with.  It is the post holder’s personal responsibility to conform to procedures, rules and codes of practice; and to use properly and conscientiously all safety equipment, devices, protective clothing and equipment which is fitted or made available, and to attend training courses as required.  All staff have a responsibility to access Occupational Health and other support in times of need and advice.

Job Description

This job description is not inflexible but is an outline and account of the main duties.  Any changes will be discussed fully with the post holder in advance.  The job description will be reviewed periodically to take into account changes and developments in service requirements.

Person Specification
	
	Essential
	Desirable
	Method of Assessment

	Education/Qualifications
	Good general standard of academic achievement

Degree or Equivalent


	Technical related degree or equivalent


	Application form

	Personal qualities
	Effective communicator and motivator

Team orientated with an inclusive style

Ability to work autonomously

Self motivated and enthusiastic

Creative approach to problem solving

Enthusiastic

	
	Application form, interview and references

	Experience
	Significant experience of working within Clinical Coding.

Experience of managing and engaging with a variety of staff.


	
	Application form, interview and references

	Skills and Knowledge
	Coaching and management skills

Ability to analyse and assimilate information in order to make decisions

Excellent interpersonal skills and the ability to communicate complex concepts to diverse groups
Ability to lead by example and motivate teams

IT skills

Knowledge of relevant legislation, health sector processes, policies and current strategies

	 
	Application form, interview and references


� Taken from the Functional Map for Health Informatics (Skills for Health 2004).
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