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	POSITION DESCRIPTION


	Core Mercy Values:
	Compassion, Respect, Innovation, Stewardship, Teamwork



	Position title:


	Manager, Decision Support & Casemix Analysis Unit
	Employee name:
	

	Entity/MHAC:

Business Unit/Department:
	MHW


	Date:
	

	Position reports to:
	Corporate Services Manager

Mercy Hospital for Women 
	Positions reporting to this one:

Communicates with:
	Health Data Analyst

All relevant staff at MHW & MHAC 

	Position Purpose:
	The DSCA Unit is responsible for providing management information and analysis to support the executive and management staff at Mercy Hospital for Women.

The purpose of the Manager of the Decision Support Unit is to:

· Manage the development and maintenance of executive/management information systems, including a clinical costing system at Mercy Hospital for Women

· To enhance the delivery of robust information to support the management & strategic direction of MHW

· Represent and promote MHW in the wider casemix and clinical costing community through membership on industry committees, form benchmarking partnerships & promote innovative methods for information delivery in the health care setting

	Qualifications:


	Tertiary qualifications in a Health related discipline and experience in a data analyst role or similar position. (Eg Qualifications in Health Informatics, Business, Health Information Management, or Information Technology) 



	Personal Competencies required
	Job Competencies Required

	· Leadership skills
	· Demonstrated ability to manage staff

	· Excellent interpersonal and effective communications skills
	· Demonstrated ability to gather, analyse and interpret demographic,  and health service utilisation data

	· Effective decision making skills
	· Knowledge & understanding of data issues  

	· Ability to work in a small customer-focussed team
	· Experience with Microsoft Applications, particularly Advanced level skills in Microsoft Excel (Creation of pivot tables, point & click reports) & basic skills in Microsoft Access

	· Confident and resourceful in approach
	· Well developed problem solving and analytical skills;

	· Ability to prioritize multiple tasks and meet deadlines
	· Report writing skills

	· Attention to detail
	· Proven ability with project work

	· Demonstrates initiative and a high degree of self motivation
	· Ability to self teach & acquire skills


	Key Result Areas
	Standard Measures
	Key Activities

	· Manage the analysis of operational activity at MHW
	· Provide accessible, relevant, accurate, affordable and timely information about casemix activity, quality performance measures and clinical costing to support the management and strategic direction of MHW

· Evaluation of current management reporting systems

· Promote understanding of the funding arrangements for MHW
· Adherence to data standards
	· Routine monthly reporting, analysis/interpretation of data against performance targets, educating staff in the use of this reporting system and actively promoting the Management Reporting System throughout Mercy Hospital for Women

· Coordinate submission of cost weight study data annually to DHS 

· Provide and prepare information necessary for submissions to DHS

· Provide expert  advice as to specific queries relating to hospital data & funding

· Provide support to the Executive Team at MHW

	· Ensures effective lines of communication are maintained.
	· Attendance and participation in meetings/discussions relevant to the DSCA unit (eg fortnightly meetings with  Corporate Services Manager)

· Minutes/notes of meetings held when representing the DSCA unit & reporting back to Line Manager

· Establish networks with external agencies

	· Behave in accordance with MHAC’s values at all times & resolve conflict as required.

· Demonstrates supportive behaviours for colleagues

· Promotes a pro-active approach to communication 

· Attends hospital forums and unit/department meetings as required

· Establishes effective and appropriate patterns of communication with colleagues and management

· Initiates and maintains accurate documentation

· Member of relevant Committees within MHW & MHAC such as Information Management, Project Management & Health Information Forum



	· Prepare submissions and reports, or other forms of documentation (e.g initiatives associated with the introduction of additional reporting requirements by DHS (Department of Human Services)
	· Reports to Executive and/or relevant management staff at MHW

· Meets deadlines otherwise produces information in a timely manner
	· Report progress on MHW activity through Management Reports

· Manage the collation of activity data for monthly Executive Reports

· Research & collation of relevant information (Victorian Public Hospital and Mental Health Services Policy & Funding Guidelines, operational activity, cost weight data, benchmarking data)

· Demonstrate and maintain awareness of funding opportunities (Including assessment of impact to MHW)

· Provide thought leadership in management information and decision support including casemix analysis and clinical costing.

	· Manage adhoc internal enquires for data from MHW staff
	· Evidence of successfully completed qualitative  Information Requests

· Feedback from personnel that originally requested the data
	· Evaluate & monitor internal requests against the need to develop standard reports

· Prioritise information requests



	· Facilitates the improvement of data quality at MHW
	· Reports data quality issues and outcomes of quality improvement activities

	· Liaise with relevant departments such as HIS (Health Information Services) and Patient Services, with respect to data quality & audit issues 

· Recommend processes to improve efficiency and quality.

· Participate in continuous quality improvement activities
· Promote adherence to data quality standards

	· Maximize professional development opportunities 
 
	· Apply learning to the workplace to promote benefits where possible
	· Attend relevant education workshops, seminars & conferences

· Enrol in continuing education 

	· Contributes to a collaborative approach to change management & application.
	· Initiatives & projects in progress

· Evidence of forward planning for relocation to Heidelberg.
	· Actively pursue improved practice guidelines

· Pro-actively contribute to continuous improvement within the organisation resulting in change, particularly in relation to relocation to Heidelberg.

· Plan & develop strategy to increase scope of current management reports to promote accessibility of information

	· Takes reasonable care to protect the health and safety of themselves, fellow staff and others in the workplace.
	· Reports hazards, near misses and injuries immediately

· Uses personal protective equipment

· Comply with risk management policies and procedures and instruction

· Attend all safety meetings and training sessions
	· Act as OH & S Representative for General Administration area

· Complete incident reports

· Elect and support health and safety representatives

· Contribute to risk assessments

· Participate in training and meetings regarding safety

· Employees ensure own protection against vaccine preventable diseases
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	Line Manager Signature:
	
	
	
	Date:
	
	

	
	
	
	
	
	
	

	Print Name:
	
	
	
	
	
	


MHW

                                                                                                              Manager, Decision Support  Page 1 of 4

