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Position Description

Title



Performance & Systems Analyst
Department 


Information & Performance Unit
Classification


AO5
Agreement


Management and Administrative Enterprise Agreement 

Responsible to 

Manager, Information & Performance Unit

The Royal Women’s Hospital (Women’s) is committed to a philosophy and practice of quality management to ensure the best possible services to patients. This entails an organisational structure which 

· Devolves decision making and accountability, within clearly defined delegations, to patient care providers as close as possible to the consumer.

· Encourages and supports teamwork and coordination amongst staff.

· Develops the participation of consumers and workers in the planning and evaluation processes.

Purpose

The Information and Performance Unit at The Royal Women's Hospital is responsible for providing activity performance and costing information and analysis to support the executive and staff across the organisation.
The primary purpose of this position will be to provide a high level of maintenance and analytical support to the Women’s Performance Reporting and Patient Costing systems.  The Performance and Systems Analyst position is a database and reporting system development role and will encompass analysis of stakeholder requirements, procedures to develop and automate existing processes, interfaces and new reporting systems.

The systems developed by the Performance and Systems Analyst will continually improve accurate and timely reporting mechanisms for all internal and external stakeholders, as prioritised by the Manager Information and Performance Unit.  In order to develop these reporting systems, a number of Microsoft software development tools and health industry systems and interfaces will be used in conjunction with extensive liaisons with external or internal stakeholders.  The systems developed must be reliable and information will be presented in a professional and understandable format.  The Performance Systems Analyst will work with the Information and Performance Unit (I&P) Manager to ensure service goals and targets are met.

Responsibilities

· Management of the Women’s performance reporting and clinical costing systems, in liaison with the I&P Manager.  This includes the management of existing interfaces and development of new interfaces.

· Audit and validate performance reporting and costing data to ensure the accuracy and integrity of the data. 

· Work towards creating an environment of user acceptance of the performance reporting and clinical costing systems.  

· To actively participate with the development of reporting structures including costing and performance reports and web publication platforms.

· Be an integral support to the implementation and maintenance of a revenue module.  

· Participate in external agency benchmarking (Health Department, Health Roundtable etc) reviews and identify opportunities for improvements.

· Assist in the development of funding submissions to Department of Human Services.

· Provide interpretation and analytical review of patient activity and costing data.

· Service the ad hoc information and analysis demands for departments of the hospital in a timely and customer focussed manner maintaining sound records of requests and actions taken.

· Assist with the development and maintenance of an Information Request Database that will enable monitoring of the number, type and outcomes of information requests.  Evaluate and monitor request against the need to develop new standard reports, in liaison with the Manager I&P.
· Liaise with relevant departments with respect to data quality, interface management and audit issues.
· Other duties as required.
Other responsibilities

· Be aware of and work in accordance with Hospital policies and procedures, including Occupational Health and Safety, Infection Control, Equal Employment Opportunity and Confidentiality. 

· Be respectful of the needs of patients, visitors and other staff and maintain a professional approach to all interactions.

Duties (operational roles)

· Completion of performance and costing reports within organisational time frames. 

· Participates in hospital forums and unit meetings as required.
· Development of costing and performance educational tools for staff, including intranet reports and documentation.
· Ensure data quality reviews are completed and action plans are implemented for relevant issues.
· Maintenance and development of interfaces and data flows to streamline the processes required to develop and publish the I&P reports. 

· All report requests dealt with in a timely manner.
· Strong working relationships with internal and external customers.
Key Performance Indicators

· Audit I&P reports and studies prior to publication or distribution to where appropriate.  Take action to ensure accuracy and presentation standards are maintained. 
· Review data quality within and across systems and interfaces and develop processes to ensure high quality data is maintained.
· Ongoing timely publication of I&P reports complies with the organisational time frames and strategic requirements.
Qualifications / Experience

Essential:

· Appropriate Tertiary Qualifications in a related health or technology field
· Advanced SQL skills (including complex queries, functions, stored procedures).
· Familiarity with Unix and Windows platforms, system integration techniques, scripting and automation of processes.
· Sound experience in analysis and management of large datasets.
· Knowledge of system and interface development procedures including; data and process models, preparation of functional specifications, creation of test data, development of strategies for testing and implementation, preparation of user documentation, change management procedures.

· Well developed listening and communication skills.

· Possess an enthusiastic and “can do” approach to work, including team work.

Desirable:
· Postgraduate qualification in information or health service management desirable but not essential.
· Comprehensive understanding of the principles and application of the Victorian public hospital “Policy and Funding Guidelines” and the implications of policy change.
· Extensive knowledge of business management including budget development, costing, analysis and performance reporting.

· Knowledge of and experience with web technologies.

· Detailed knowledge and understanding of casemix and clinical costing methodologies.

· Experience with the PowerHealth Solutions clinical costing system – Power Cost Manager is highly desirable.

Attributes and Behaviours
Service
· Provision of timely and accurate reports (activity, key performance indicators and costing) which are distributed and accessible in professional and user-friendly formats.
· Management of the processes, systems and interfaces contributing to the production of the Information and Performance Unit reports.  This includes relationships with vendors providing outsourced applications, in consultation with the Manager I&P.
· Excellent attention to detail.
· Take early action to deal with problems and be resourceful and energetic in making things happen. 
Excellent teamwork and professionalism
· Recognises and values contribution of all team members.
· Treats each team member’s opinion with dignity and respect.

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

· Complete all projects within specifications and timeframes, as agreed with the Manager Information and Performance Unit.

· 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.

· Ensure all patient data and activity records are kept strictly confidential and the storage of the records is in accordance with relevant Hospital policies and appropriate legislation, including Victorian Health Records Act 2001, Mental Health Act 1986 and the Health Services Act.

Continuous improvement focus

· Customer feedback which provides evidence that stakeholders are positively engaged with the information produced by this role and perceive a timely, responsive service.

· Familiarity with quality improvement methodologies and demonstrates the application of these approaches in the work environment.

Pro-activity and initiative

· Display well developed problem-solving skills.

· Demonstrate and maintain an awareness of funding and reporting guidelines and relevant funding opportunities.

· Motivated to learn every aspect of the job and apply new knowledge to improving work outputs and processes.  The contribution of the role will show evidence of continuing skill development.
· Identification and implementation of process and service improvements, in consultation with the Manager.  Identification of options for potential solutions includes assessing them for business and technical suitability.
· Possess an enthusiastic and “can do” approach to work.
Well developed listening and communication skills

· Demonstrate a capacity to acknowledge and potentially adjust to other perspectives.

· Listen to customer concerns and facilitate delivery of solution within budget.

· Demonstrate skill and maturity in problem solving, negotiation and conflict resolution.

· Show an ability to explain technical issues clearly to non-technical people.

Application of relevant standards
· Analyse your own performance in accordance with position expectations and relevant standards, including Clinical Costing Standards, Health Department Performance Reporting Standards, internal Hospital Policies and Procedures and other relevant standards.

· Maintain own knowledge and skills to ensure up-to-date knowledge of contemporary health industry issues and standards.

Flexible

· Adaptable and open to new ideas.

· Readily tackle new challenges and accept changes to priorities.

· Recognises merits of alternative views.

· Balance sometimes competing and / or conflicting priorities

· Ability to apply sound time management principles and prioritise work appropriately

Key Selection Criteria

1. Appropriate Tertiary Qualifications in a related health or technology field.
2. Advanced SQL skills (including complex queries, functions, stored procedures).

3. Familiarity with Unix and Windows platforms, system integration techniques, scripting and automation of processes.

4. Sound experience in analysis and management of large datasets.

5. Knowledge of system and interface development procedures including; data and process models, preparation of functional specifications, creation of test data, development of strategies for testing and implementation, preparation of user documentation, change management procedures.
6. Extensive knowledge of business management including budget development, costing, performance analysis and reporting.

7. Well developed listening and communication skills.

8. Possess an enthusiastic and “can do” approach to work, including team work.
9. At least two years experience in an analysis or systems development role.
10. Postgraduate qualification in information or health service management desirable but not essential.
11. Comprehensive understanding of the principles and application of the Victorian public hospital “Policy and Funding Guidelines” and the implications of policy change desirable but not essential.
12. Detailed knowledge and understanding of casemix and clinical costing methodologies desirable but not essential.

13. Minimum of two years experience within the health industry desirable but not essential.
Organisational relationship

Internal relationships

· Information and Performance Unit staff

· Finance and Information Technology staff

· Health Information Managers

· Program and Department Managers

External relationships

· Clinical Costing Standards Association

· Government departments

· Other Health providers
· Outsourced IT vendor partners

· Health RoundTable.
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