St. Vincent’s 

MISSION
The mission of St Vincent’s is to provide high quality and efficient health services to the people of Victoria in accordance with the philosophy of the Sisters of Charity.  The mission is based on the values of compassion, justice, human dignity, excellence and unity.  The Health Service embraces the policies and principles of equal employment opportunity, occupational health and safety and quality improvement.

JOB TITLE

Title




Clinical Costing Analyst 
Program
TBA


Department
Decision Support
Date
November 2008
BASIC JOB PURPOSE

Clinical Costing is the process of matching the financial information held in the General Ledger to the clinical activity of the health service.  Clinical costing is critical to the Department of Human Services funding of hospitals.  It also provides key information to health service managers in relation to the budget, and facilitates understanding of cost verses revenue at the level of services provided to patients.  As the Clinical Costing Analyst, you will be responsible for processing extracted GL and patient service information in Power Performance Manager (PPM), further development of the clinical costing system (including setup of additional extracts and variation of costing rules as required), auditing and submission of data to the Department of Human Services, reporting and analysis of clinical costing information within St Vincent’s.  This position includes both the costing and revenue components of PPM. 
KEY RESPONSIBILITIES


RESPONSIBILITY AREA 1:
Clinical Costing Database Management
· Approach database management with the aim of automating manual processes, streamlining and enhancing clinical and business workflow and facilitating information access.
· Complete annual setup processes for both costing and revenue calculation.
· Ensure that costing standards are maintained in the provision of costing.


RESPONSIBILITY AREA 2:
Processing of Financial and Patient Activity data on a monthly basis
· Obtain all GL, activity, statistics and grant information from the relevant area within a nominated time frame.
· Complete validation checks of data prior to and during processing as required.

· Complete the processing audits to ensure processed information is complete and correct.

· Liaise with DSU staff and relevant departments with respect to data quality, interface management and audit issues.

· Investigate and correct any discrepancies identified through the reconciliation process.

· Liaise with Power Health Solutions as required to correct any processing issues.

· Maintain the clinical costing procedure manual reflect current procedures. 

RESPONSIBILITY AREA 3:
Reporting and Analysis of Clinical Costing information
· Prepare, maintain and distribute existing regular costing reports.

· Develop new regular reports as required.

· Facilitate the conversion of costing reporting to the data warehouse. 

· Prepare annual Cost Weight Study submission data by end September each year.

· Ensure that all required data items are available in the clinical costing system.  
· Update extracts and source systems as required.

· Prepare MS Excel submission files,

· Complete and document Cost Weight Study audits

· Ensure reconciliation of activity data to VAED and AIMS reports

· Document all findings from the audit process.

· Investigate, understand and prepare response to DHS review issues as they arise.

· Make recommendations as to system setup changes warranted by discrepancies found through DHS audit process.

· Complete all allocated ad hoc report requests within the defined timeframe

· Provide interpretation and analytical review of costing data.

· Ensure details of report requests are maintained on the request database.

· Keep both and electronic and paper copy of all information relating to report requests.


RESPONSIBILITY AREA 4:
User Training and Support

· Develop and maintain educational tools for staff. 
· Provide formal and informal training sessions for STV staff as required.

· Provide training and support for Functional Team member nominated as ‘backup’ for this position.

RESPONSIBILITY AREA 5:
Undertake continued development of the Clinical Costing system
· Develop and implement a strategic plan for clinical costing at STV, as part of the DSU strategic plan, to ensure that it is a crucial tool in management decision making.

Performance Indicators

· Completion of monthly processing and reporting within nominated timeframes.

· Clinical costing information reconciles to information held in the source system (both GL and PAS)

· Submission of DHS Cost Weight study within defined timeframe.

· Completion of ad hoc report requests within the defined timeframe (as per request ‘urgency’ category)

RESPONSIBILITY AREA 6:
Member of the Decision Support Unit Team
· Recognises and values contribution of all team members
· Treats each team members opinion with dignity and respect.

· Ensure stakeholder enquiries are handled in a courteous and sensitive manner.

· Complete all projects within specifications and timeframes, as agreed with the Team Leader.

· Assists the team to undertake ad hoc duties as required

· Ensure all information and correspondence within the department is handled with discretion and in the strictest of confidence.

· Ensure confidential information is securely stored and is not disclosed to unauthorised persons.

RESPONSIBILITY AREA 7: Improving Performance

Ensure that best performance is continually maintained by:

· Active member of the Clinical Costing Standards Association of Australia

· Monitor data integrity and quality in conjunction with relevant staff

· Employ problem solving skills to identify and implement changes to practice where required.

· Aim to achieve best practice in all work processes

· Promote an environment of continuous quality improvement within Decision Support Unit
· Pursue personal growth and development and attend appropriate training programmes


Performance Indicators

· Establish and maintain an audit procedure to ensure accurate provision of data

· Attendance at least one development/training program annually

· Attendance at the CCSAA meetings monthly
RESPONSIBILITY AREA 8: Safe Practice & Environment
Ensure a healthy and safe workplace by:

· Compliance with STV policies and procedures

· Understanding of emergency codes

Performance Indicators

· Attendance at annual fire and emergency code training
· Attendance at Equal Opportunity training annually 

· Maintains an ergonomically safe working area at all times

· Adherence to relevant legislative requirements

ORGANISATION CHART

Immediate Superior:
-
Functional Team Leader, Decision Support Unit 

AUTHORITY

a) Personally authorize 
 
N/A

b) Recommend to superior  
N/A

REQUIRED EDUCATION, TRAINING, KNOWLEDGE AND EXPERIENCE


Formal Education:
Appropriate tertiary qualification in health or technology field.

Knowledge & Experience:
Experience in using and reporting from clinical costing systems – experience in PPM a

distinct advantage
Demonstrated excellent problem solving skills and initiative

Project Management skills

Demonstrated high level skills in the use Microsoft packages (Word, Excel, Access, Powerpoint)

Strong analytical, organizational and planning capabilities

Well developed communication, negotiation and influencing skills

A commitment to process improvement  
KEY SELECTION CRITERIA

Ability to demonstrate excellent problem solving skills and initiative 

Ability to demonstrate high level skills in the use Microsoft packages (Word, Excel, Access, Powerpoint)

Understanding and commitment to the principles of quality improvement 

Sound written and verbal communication skills.

Experience in data analysis and interpretation
Sound knowledge of Privacy and Confidentiality legislation and principles

Enthusiasm, innovation and flexibility

Knowledge of the Victorian Casemix Funding system and the DHS Policy & Funding Guidelines 
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