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Job Details

Job Title:
Information Officer

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 Information Officer will, in conjunction with colleagues in Information Management, assist in the provision of a comprehensive Information Service to all NHS Partners locally, regionally and nationally.

Key tasks

Data Quality

Support the information management colleagues at all levels in the operational procedures with respect to the validation and updating of demographic data by:

· Co-ordinating the error reports produced by departmental systems and ensuring the validity of the information, on a daily basis.

· Updating patient administration systems in respect of GP and GP practice information.

· Completing missing mandatory demographic and NHS number information displayed on Central Patient Index (CPI) screen on a daily basis and update relevant patient administration system.

· Follow the CPI manual decision procedure to determine where duplicate records exist.

· Be aware of and inform senior information colleagues of any issues and problems with respect to data quality and completeness.

· Provide all necessary support to the information colleagues with respect to any ad hoc data capture/management enquiries, fielded by the Information Department.

Information Requirements

· Assist in the development and production of the organisation requirement for the monthly provision of corporate and commissioning activity, ensuring the validity of that data.
· Support senior information colleagues in establishing and developing links with “Information Partners” both internally and externally to ensure a regular supply of information that meets the organisation’s corporate and commissioning information requirements.  

· Provide feedback to senior information colleagues regarding the day-to-day operational management of corporate information systems.

· Establish and maintain protocols and procedures for the collection, collation and presentation of routinely supplied corporate information, in support of senior information colleagues. 

· Provide operational support to the Data Quality Manager with respect to ‘Bed Occupancy’ data.

· Input the Emergency Pressures data for the organisation onto the system on a daily/weekly basis.

· Maintain a robust working knowledge of current national/organisation policy and guidance with respect to data definitions and other information issues.

· Maximise the potential of information systems such as PAS, EIS and other information support systems and contribute to awareness and training issues wherever necessary.

General Duties

· Provide operational support to senior information colleagues.

· Co-ordinate the stationery orders for the department.

· Arrange meetings, when necessary on behalf of information colleagues.

Conduct

· Promote the department in a positive manner at all times.

· Be responsible for the health and safety of staff by identifying and reporting hazards/incidents within the workplace.

· Assist patients, carers and the general public during incidental contact.

Staff Management

· Ensure junior staff work to required standards by routine monitoring processes.

· Supervise and co-ordinate the operational workload within the information office, on a day-to-day basis.

Communication

· Maintain a close working relationship with the Health Records, Secretarial and directorate support staff to ensure that data is collected and recorded in a timely and efficient manner.

· Inform Health Records supervisory staff of continuous data quality errors.

· Attend and contribute to departmental monthly staff meetings, including the provision of information analyses and exception comments wherever necessary.

· Respond to general telephone enquiries, and relay messages in an accurate and timely manner, when relevant staff are unavailable.

Continuous 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 relation to the core information systems and desktop applications.

· Actively participate in any training/development programmes, which are run specifically for IM staff. 

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.

Managerial Staff

All managerial staff will be expected to comply with the IHM Code of Conduct for Managers.

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
	
	· 5 GCSEs (Grade C or above)
	Application form

	Personal qualities
	· Self motivated & enthusiastic

· Attention to detail

· Professional manner and appearance

· Ability to demonstrate both confidence and assertiveness in given situations
	
	Interview

	Experience
	· Minimum of two year’s experience working within the NHS Information Services environment

· Knowledge of Patient Administration Systems (PAS/PIMS)

· Knowledge of CIPTS

· Knowledge of best practice with respect to waiting list management

· Knowledge of NHS Structures
	
	Application form and interview

	Skills and knowledge
	· Knowledge of Microsoft Office applications including basic manipulation of spreadsheets

· Ability to work in a pressurised environment

· Ability to work as part of a team

· Good communication skills

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

· Ability to work to deadlines
	
	Application form and interview


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