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	Position Description

Title 




Information and Reporting Analyst
Department 



Strategy Planning & Performance
Responsible to 

  
Manager – Operational Planning & Performance 




The Royal Women’s Hospital 

Vision 

To be the leading provider of health care that improves the health and wellbeing of women and newborn babies. 

Our Mission 

To provide quality health services that meet the needs of women and newborn babies; especially those requiring specialist care.

These services are informed by research and are provided within an environment of innovation, education and advocacy. The contributions of our employees, consumers, diverse communities and other agencies that share our goals are fundamental to our success. Our resources are committed to health services that are ethically, socially and financially responsible.

Strategic Directions 

The Royal Women’s Hospital (RWH) has determined six strategic directions. These provide us with our overall objectives and purpose; they underpin what we do and guide the way we work. 

Our directions are to:

· Deliver quality clinical services; 

· Improve our consumers’ experience; 

· Optimise access to our health services; 

· Develop our workforce; 

· Build our future; 

· Strengthen our leadership, education, research and advocacy role.

Organisational Responsibilities
Be aware of and work in accordance with Hospital policies and procedures, including:

· Occupational Health and Safety 

· Risk Management

· Performance Development Program 

· Infection Control 

· Equal Employment Opportunity 

· Confidentiality. 

Be respectful of the needs of patients, visitors and other staff and maintain a professional approach to all interactions. Undertake other duties as directed that meet relevant standards and recognised practice.
The Royal Women's Hospital provides pregnancy termination services as part of its public health responsibility to provide safe health care to Victorian women.

Department/Unit Specific Overview 

The Strategy Planning and Performance unit encompasses the functions of Strategic, Service, Capital and Operational Planning, and performance improvement.  In addition the Division also includes Information Services, which incorporates Health Information Services, Information Technology, Information and Performance (including clinical costing), Library Services & Corporate Record Management, and Archives.
Position Purpose

The role is to provide analytical, business and information support to the organization in accordance with performance management initiatives and strategic goals. Responsible to the Manager, Operational Planning and Performance, the position of Information and Reporting Analyst is essential to the success of the Department. 
A complex and broad role, it requires an excellent knowledge of healthcare and business processes, hospital funding policy, business performance management, benchmarking and information technology. The ability to form strong working relationships with business stakeholders (Executive Management, Clinical and Non Clinical Directors) and the capacity to understand, support and direct their business, management and information requirements is also critical to the role. Also essential to the role are leadership skills, strong presentation and communication skills, meticulous attention to detail, the ability to work in a team and to manage competing demands.

Major Activities / Responsibilities of the Role
· Provide high level business support to key business stakeholders specifically in relation to interpreting and analysing performance data in relation to all aspects of hospital functions.
· Provide business support for new clinical service development or expansion of existing clinical services.
· Regularly analyse, report and communicate on business performance in line with relevant key performance indicators, investigating outcomes and initiating actions as appropriate to address issues and opportunities.
· Support the Manager, Operational Planning and Performance in all operational management aspects of the Unit.
· Ensuring ongoing support to business stakeholders for ad hoc queries and issues as they arise

· Manage and/or provide advice in relation to performance improvement initiatives where required or requested.
· Develop in conjunction with the Manager Operational Planning and Performance and Executive Director of Strategy, Planning and Performance an agreed annual work plan to address organizational performance and business improvement opportunities.
· Provide assistance and/or advice in regard to liaising and negotiating with external bodies such as the Department of Human Services.
· Provide leadership in regard to education and training to hospital management and staff as required in relation to funding, business processes and the interpretation of performance information.
· Work closely with other Information and Performance staff for continuous development and improvement of performance management reporting.
· Maintain an in depth understanding of Department of Human Services funding guidelines.

Key Performance Indicators (KPIs)

· Regular and ad hoc business, funding and performance analysis and support are provided in line with the expectations and requirements of Executive Managers.
· Relevant organisational performance issues are identified and opportunities for business improvement are actioned.
· Active participation in the continuous development and enhancement of performance management reporting.
· All outputs are of the highest possible standard, professionally prepared, accurate and consistent with the objectives of the Information and Performance work plan.

Key Selection Criteria

· Relevant tertiary qualifications 

· Proven track record and extensive health services data analysis and reporting experience within a large complex organisation.
· Demonstrated achievements in business process analysis, performance analysis and benchmarking
· Strong leadership skills including strategic thinking, analytical, organisational and planning capabilities
· Highly developed communication skills, both verbal and written

· Ability to establish and build constructive working relationships at all levels 

· Well developed negotiation, influencing and conflict resolution skills

· Capacity to work as an effective member of the team to ensure delivery of agreed outcomes 

· Experience in the implementation of work practice redesign and change in a large organisation

· Sound understanding of business principles, continuous improvement and key organisational performance indicators 

· Proficient in the use of PC windows environment and databases
· Exposure to Microsoft Office Performance Point Server and SQL Server Reporting Services highly desirable, but not essential.
· In depth knowledge of public hospital funding guidelines
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Nicole Tweddle – Executive Director – Strategy, Planning & Performance
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