Data Quality Manager
Job Description - Template
Job Details

Job Title:
Data Quality 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 NHS 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 Data Quality Manager will provide advice, training and direction with regard to Data Quality and will support the senior team in the development and delivery of operational and strategic information requirements.
Key Tasks
Data Quality

· To facilitate the development of the implementation of Data Quality Strategy.
· To provide a comprehensive Data Quality Service by:
· Continually reviewing the established systems and audits on an organisation wide basis to ensure that the organisation meets its Data Quality and Accreditation requirements.
· Establishing and maintaining a data audit and validation programme across the organisation ensuring full participation from key individuals and in particular Clinical Directorates.

· Assisting in the enhancement of the Departmental systems and procedures at all organisation sites to ensure that all corporate information produced by the Department is fully validated in accordance with both national and local standards.

· Managing the ongoing validation of information services and systems at all organisation sites with the objective of ensuring an accurate response to the full range of information requirements
Information Requirements

· Hold responsibility for the timely collection and submission of data to the relevant Government departments and officers.
· Represent the organisation at national level with respect to the submission of data and information.
· Contribute fully to the provision of a comprehensive information service in support of the corporate, contractual, clinical and performance management objectives for the organisation.
· Support the Informatics Team in the production of routine operational data requirements throughout the organisation.  In particular, to work closely with the senior staff to encourage the use of the data to obtain improvement in the management of clinical services.
· Develop a full understanding of the processing, use and application of data and information used within the organisation.
· In conjunction with the senior informatics staff, undertake work towards assessing information needs and developing systems to meet information requirements.
· Assist in the ongoing review of information services, systems and resources across the organisation with the objective of ensuring a timely and accurate response to the full range of information requirements.
· Support senior informatics staff in the development and implementation of future information requirements, particularly in relation to those requirements, which will emerge with the implementation of national and local health care initiatives and the needs of regulatory bodies.
· Support senior informatics staff in the continued ongoing development of Information Management Policy and Protocols throughout the organisation.
· Participate in the development of a consistent approach to clinical systems reporting across the organisation that supports both clinical users and operational management.
Management

Conduct

· Promote the organisation in a positive manner at all times.
· Work as part of the senior team and contribute to the development, management and success of the organisation.
· Deputise at relevant organisation-wide meetings and committees, and provide management support for the organisation as and when required.
· Assist patients, carers and the general public during incidental contact.
Staff Management

· Be responsible for the operational management of staff and operations and to ensure that an effective and efficient data quality service is provided.

· Ensure that all operational procedures and protocols are undertaken and completed within timescales.

· Manage and develop staff ensuring staff receive an IPR annually and that personal development plans are devised.
· Provide guidance and monitor the performance of staff against agreed objectives.
· Chair appointment panels where necessary, ensuring the procedures identified in the organisation’s Recruitment policy are adhered to. 

· Be responsible for the health and safety of staff and identify and report on hazards/incidents within the workplace.

Communication

· Provide operational support to senior staff.
· Represent the organisation with respect to training programmes and delivery of presentations.
· Participate and contribute towards data quality training and awareness issues.

· Participate in forums in order to update staff on any organisation/national issues.

· Attend senior staff meetings and cascade to the Information staff on a monthly basis.
· Contribute to staff meetings including the provision of information analyses and exception comments whenever necessary.
· Ensure relevant administrative processes are adhered to.

· Identify and report potential risks for inclusion onto the Risk Register and to review the Risk Register.

Continuing Professional Development

· Develop a personal development plan annually as part of the Individual Performance Review process.

· Keep skills up to date and relevant in order to carry out appropriate tasks in the areas of information management and desktop applications.

· Use available resources to keep abreast of IM&T topics (Intranet, internet, reading materials, conferences).

· Ensure continuation of personal development through appropriate formal training as and when necessary. 

· Keep up to date with legislation in relation to data protection, Caldicott principles, confidentiality, Human Rights Act, Freedom of Information Act etc and the latest E-policies.

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).   This includes all records relating to patient health, financial, personal and administrative, whether paper based or on computer. All staff have a responsibility to consult their manager if they are have any doubts about the correct management of records with which they work.

Health & Safety

The post holder is required to co-operate 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
	· Degree or professional qualification
	
	Application form

	Personal qualities
	· Evidence of continuing professional development education and training

· Have sound organisational and interpersonal skills, able to build creditability with a wide range of professionals

· Show an ability to assimilate different views and opinions.

· Be a self-motivated and enthusiastic professional, who can display innovative thinking

· Professional manner and appearance


	
	Interview and presentation

	Experience
	· Minimum of three year’s experience working within a statutory health care organisation

· Has experience in either an Information or Planning arena and can demonstrate an understanding and knowledge of organisations associated with the provision of healthcare

· Previous experience of managing staff
	
	Application form, interview and presentation

	Skills and knowledge
	· Have a high degree of competence in the use of Microsoft Office and desktop applications and can demonstrate good skills with respect to database and spreadsheet management

· Excellent verbal, written & presentation skills

· Can demonstrate project management skills

· Ability to use laptops, projectors and other presentation equipment effectively

· Ability to work in a pressurised environment

· Ability to meet deadlines

· Ability to respond to unpredictable work patterns/interruptions

· Ability to lead and motivate teams

· Ability to work as part of a team

· Ability to use a PC to perform a large part of the duties

· A qualified driver with own transport
	
	Application form, interview and presentation








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





