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	POSITION DESCRIPTION


	Position title:
	Business Analyst – Clinical Costing


	Employee name:
	

	Division:


	Access and Organisational Improvement
	Date:
	October 2007

	Position reports to:
	Manager, Performance Management Unit

 
	Positions reporting to this one:


	Nil

	Purpose of the Role:
	Work with other Business Analyst – Clinical Costing to ensure the accurate and appropriate costing of inpatients and outpatients for Melbourne and Northern Health in accordance with the CCSAA standards.  

	Qualifications, Knowledge and Experience: 


	· An appropriate tertiary qualification in business or related healthcare discipline and experience within public health.

· Experience in clinical costing systems and an understanding and knowledge of clinical costing standards within Australia and Victoria would be advantageous but not a pre-requisite.

· Strong analytical, organisational and planning capabilities.

· Well-developed communication, negotiation and influencing skills.

· A commitment to on-going process improvement.
· 

	Resource management:
	Total staff management (EFT):

Annual Budget:
	0

	Organizational context of the Position, including critical working relationships:
	As a proud member of Melbourne’s world leading Parkville Precinct, Melbourne Health aims to secure the health of our communities through research and innovation, to deliver effective services and educate future generations. Melbourne Health includes The Royal Melbourne Hospital City and Royal Park Campuses, North Western Mental Health, North West Dialysis, Victorian Infectious Diseases Reference Laboratory and Infrastructure Services. Strategically, Melbourne Health has five Key Result Areas through which it directs its efforts; Health Care, Quality and Safety, Research, Education and Organisational Improvement.

Melbourne Health is one of the leading health care providers in our state.  We provide services across over 1200 acute, sub-acute, dialysis and mental health beds through both inpatient and community based facilities. Our primary community groups live in the northern and western metropolitan communities of Melbourne, although we also have a statewide responsibility as a tertiary referral service, including our Trauma Centre.

This position, reporting to the Manager of the Performance Management Unit (PMU), will work closely with members of the PMU, Melbourne Health Executive, hospital department manager, and Finance Department to develop costed inpatient and outpatient information to the hospital and DHS.


	Major Accountabilities expected from this position, as distinct from tasks or activities.  These are the measurable results that must be accomplished 

	· Submission of accurate and audited costing information from Melbourne Health to the Victorian Cost Weight Study within prescribed time lines.

	· Provision of accurate and up to date clinical costing information and advice to the hospital operational and financial management teams

	· Evaluate systems and processes on an ongoing basis to work towards continuously improving the costing systems and processes.

	· Develop and implement a strategic plan for clinical costing at Melbourne Health to ensure that the service is a crucial tool in management decision making.

	· Represent Melbourne Health as a strategic member of various industry working groups (CCSAA, HRT, DHS Cost Weight reviews).


	Major Functions of the Job.  Describe the key tasks and activities of the position

	· Maintain the integrity and accuracy of the costing database, including:
· Gathering and reviewing relevant data from the various feeder systems.

· Audit extracted information to ensure the integrity of the clinical costing system.

· Ensure costing standards are maintained in the provision of costing Melbourne Health inpatients and outpatients.
· Audit & review of data matching rules and the and reconciliation of all costed data to ensure all costs have been allocated.

	· Develop, provide and maintain clinical costing reports internally within the hospital in consultation with key stakeholders.

	· Support financial management and decision-making through regular monitoring and analysis and auditing of the costing data.

	· Provide leadership to ensure the appropriate and effective use clinical costing data as a source of management information at Melbourne Health.


	Personal Capabilities required
	Technical Capabilities Required

	Project management capabilities including the achievement of large scale and complex projects and costing processes. Consultative style that promotes participation and involvement for all parties involved in the costing process.
	Strategic thinking capability, service planning, business planning, project management, organizational and analytical skills. Broad and comprehensive understanding of Hospital and health service operations, priorities and constraints. 

	Ability to build rapport, negotiate and maintain effective relations with key stakeholders. Ability to work collaboratively with a wide range of people.
	Demonstrated ability to initiate and drive projects to their completion. 

	The ability to work autonomously and to strict deadlines but to also contribute effectively as a team member within a multidisciplinary team environment
	Demonstration of a positive attitude and commitment to the organization with an understanding of, and ability to integrate, positive organizational behaviors.

	Time management, problem solving and conflict resolution skills.


	Knowledge of health funding pertaining to public health. 

	Ability to pay attention to detail. 
	Extensive experience with Microsoft Office suite of software products, with particular emphasis on Excel and Access.  A good understanding of database systems would be an advantage.

	Has the persuasive ability to gain the commitment of peers and subordinates in the identification of action plans and managing progress where there are competing activities
	Good written and verbal communication, interpersonal and presentation skills, and an ability to apply these skills to a variety of stakeholders. 


	Employee’s Signature:
	
	
	
	Date:
	
	

	Print Name:
	
	
	
	
	
	

	
	
	
	
	
	
	

	Line Manager Signature:
	
	
	
	Date:
	
	

	Print Name:
	
	
	
	
	
	





Project Manager Page 1of 4

