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Health Records Manager
Job Description - Template
Job Details

Job Title:
Health Records 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 Health Records Manager will be responsible for overall management and performance of the Health Records Service within the organisation including the provision of organisation-wide access to health records.  The role will include the on-going development and management of a centralised Health Records Service.  In addition, responsibilities will include the development of policies and procedures for the service, timely monitoring arrangements and extensive communication, both within and outside the organisation.

The Health Records Manager will be responsible for managing complex processes and providing advice on legislation governing Health Records.

The post holder will also be responsible for developing and maintaining effective relationships with patients, senior clinicians and managers in the organisation and with local partnership organisations (e.g. Ambulance services, GP practices, etc).

Duties and Responsibilities

· Be responsible for administration of Health Records functions including the provision and receipt of complex and sensitive information for own and other departments. 

· Provide advice on legislation governing Health Records to non health records staff, negotiating with external agencies where appropriate and adhering to Records Management standards.

· Liaise with clinicians to ensure continuity of service and agree protocols and procedures.

· Be responsible for the undertaking of audits on a regular basis for all Health Records functions to identify areas for improvement and staff development. 

· Undertake direct management of the Health Records Service on non-acute sites making key decisions and working on own initiative.

· Communicate and negotiate contentious Health Records information with senior management and clinical staff in order to bring about change within the Service.

· Investigate and compile written responses to complaints in accordance with the organisation complaints procedure.

· Initiate quality and efficiency improvement initiatives.

· Play an integral role within the organisation Health Records Management Team.

· Keep abreast of developments in the Patient Administrative System.

· Develop and implement centralised library, scanning, retention and destruction services for health records and an access to health records service across the organisation.

· Be responsible for the effective handling of access to health records matters as appropriate.  Undertake audits to ensure agreed targets and procedures are adhered to.  Update documentation organisation wide in order to have a standardised approach. 

· Monitor budgets for areas of own responsibility:

· Identifying efficiency improvements 

· Meeting Income generation targets 

· Manage general office staff, ensuring organisation financial procedures are adhered to.

· Provide effective support to the Head of Health Records.

· Be responsible for enforcement of organisation service standards.

· Be flexible to the needs of the service to ensure smooth running of the department.

· Take a lead role in change and the development of services within the Health Records arena in line with corporate plans.

· Be an integral part of the centralisation of Health Records across the organisation.

General

Managerial

·  To manage the Health Records staff incorporating all staff issues:

· Sickness Management

· Recruitment & Selection

· Induction training

· Mandatory training and development in accordance with organisation policies

· Training of staff in the work place

· KSF process and facilitation of continued professional development

· Attendance records/signing timesheets

· Managing of annual leave and time in lieu

· Overtime management

· Competency issues 

· Disciplinary issues – initiate appropriate action

· Investigate and action complaints

· Ensure a continuous level of staffing is available in the relevant areas.

Information Governance

Individuals employed within the organisation are responsible for any records they create, use, handle or dispose of and disclose. This responsibility is established at, and defined by law.

All employees working for or within the organisation who record, handle, store or otherwise comes across information has a personal common-law duty of confidence.  The Data Protection Act 1998 now places statutory restrictions on the use of personal information, including health information.  All staff need to acknowledge the importance of health records (or part of) and their personal responsibilities.  Its security is of prime importance and serious consequences can result should a record go missing.  Any disclosure of such information without permission is a disciplinary offence and may result in dismissal.

Person Specification
	
	Essential
	Desirable
	Method of Assessment

	Education/Qualifications
	•
Education to degree level or equivalent management experience

•
Evidence of continuous professional development

•
EDCL qualification or willingness to undertake

•
Specialist knowledge and expertise across one or more specialised area


	· Diploma of the Institute of Health Records and Information Management (IHRIM)


	Application form

	Personal qualities
	•
Strong leadership skills

•
Capable of understanding wider objectives of the service

•
Holds current driving license

•
Commands respect and has credibility with clinicians and peers


	
	Interview

	Experience
	•
Experience of managing change

•
Recent Health Records management experience

•
Staff management


	· Project management experience

· Track record of implementing new systems


	Application form and interview

	Skills and knowledge
	•
Excellent verbal and written skills

•
High level of technical ability with PAS / organisation systems

•
Ability to work effectively with clinicians

•
Ability to influence and persuade others

•
Skilled negotiator and diplomat

•
Management of difficult situations

•
Able to produce, analyse and interpret service data

•
Ability to teach and deliver training

•
Ability to develop good and effective employee relations

•
Knowledge of NHS

•
Knowledge of WAG policy and guidance in relation to Health Records

•
Good grasp of organisation Policies and Procedures, including HR

•
Ability to work independently and meet deadlines


	· Knowledge of MS Excel and Powerpoint

· Knowledge of CASPE Standard


	Application form and interview


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