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Position Description

Title


Manager, Information & Performance
Department 

Clinical Information Services



Classification

AO99


Agreement

Management & Administrative Enterprise Agreement
 

Responsible to 
Manager, Clinical Information Services


The Royal Women’s Hospital 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

This position is responsible for the delivery of timely and relevant key performance information to clinical and business managers across the organisation.  It involves working closely with Directors and Managers to understand their business and information requirements and providing high-level interpretive and strategic support to maximise clinical throughput and revenues in a cost effective and clinically appropriate manner.
Responsibilities

· Manage the clinical costing system and implement strategies to ensure the quality, timeliness and reliability of data.
· Develop and implement a management information and performance reporting system to provide accurate and timely data to meet business needs.
· Analyse costing, activity and revenue performance of clinical units identifying and understanding trends in performance, including the development of an activity forecasting model to enable the organisation to predict future activity levels.  
· Participate in service planning and development of annual activity and performance targets for the hospital and individual clinical units.

· Evaluate policy, casemix and funding changes and assess the impact of changes on the business, providing advice and mitigation strategies to Executive. 
· Identify and understand the key activity, cost and revenue drivers of the different clinical units.

· Manage and contribute to inter-hospital benchmarking studies, and collaborate with peer hospitals.
· Evaluate data and information systems to identify data anomalies, and implement changes to support improvements in the collection of data and delivery of information.
· Identify opportunities to maximise revenue and provide support to clinical managers to develop detailed submissions to Executive or external funding bodies for new, expanded or modified services.
· Establish and maintain a work environment that develops team members’ potential and inspires high performance.

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

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

Key Performance Indicators

Leadership and Management

1. Clearly written service plan with implementation strategy for the Information and Performance Unit demonstrating goals and objectives consistent with organisational vision and strategic direction.

2. Evidence of staff participation in the planning process.

3. Implementation plan developed to meet accreditation standards.

4. All staff who have an excess annual leave liability or more than 2 ADOs in credit have a documented leave plan.
Human Resources Management

1. Staff are recruited in line with hospital policy and delegations.
2. All staff have an up to date position description and are credentialed in line with legislative and hospital requirements.
3. New staff are appropriately orientated into the hospital and the department area.
4. All staff have an annual performance development plan.
5. Staff members have clear performance standards and are counselled in accordance with hospital policy if required.
Information Management

1. Develop and implement a management information and performance reporting system to provide accurate and timely data to meet business needs.

2. Implement strategies to ensure the quality, timeliness and reliability of data to the clinical costing system, to support the monthly delivery of costing information.

3. Evaluate data and information systems to identify data anomalies, and implement changes to support improvements in the collection of data and delivery of information.

Safe Practice and Environment

1. All staff members have participated in emergency procedures training annually.
2. Manager or delegated representative has attended zone warden training annually.
3. Safety inspection checklists are completed and action items implemented and signed off when completed.
4. Ensure OH&S is a standard agenda item at team meetings and minutes of meetings are recorded.
5. Leads and implements a return to work (RTW) plan for affected staff with the RTW plan regularly monitored and reviewed.
6. Staff members understand that the hospital’s aim is a Workplace Aggression and Violence free environment.
7. Addresses in a timely manner any workplace bullying and violence issues as they arise.
Improving Performance

1. Identify, evaluate and implement service improvements to achieve best practice.

2. Identify opportunities to maximise revenue and provide support to clinical managers to develop detailed submissions to Executive or external funding bodies for new, expanded or modified services.
3. Develop an activity forecasting model to predict future activity levels.

Qualifications / Experience

· Tertiary qualifications in an accounting, management or business discipline.
· 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 reporting.

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

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

· Demonstrated experience in leading projects and managing change in a complex environment.

· Knowledge of reporting tools and ability to undertake statistical analysis to identify trends.

· High level conceptual and analytic skills and the ability to interpret complex data systems.
· Minimum of seven years experience within the health industry.
· At least two years experience in a management role.
· Knowledge of and commitment to quality management principles.
Attributes and Behaviours

Well-developed organisational and management skills
· Capacity to engage staff at different levels within the organisation.
· Highly developed written skills with the ability to provide comprehensive reports and briefings.
· Excellent attention to detail.
· Take early action to deal with problems and be resourceful and energetic in making things happen. 
Excellent teamwork and leadership skills
· Lead by example, acting as a role model for other staff in the department.
· Demonstrate positive collaboration and teamwork with other staff.
· Demonstrate excellent working relationships with managers and senior staff.
· Display ability to motivate others, coaching and mentoring staff as required.
Customer focus

· Customers perceive a timely, responsive service.
· Demonstrate an open-door policy being accessible to customers.
Pro-activity and initiative

· Display well developed problem-solving skills.

· Implement solutions to problems independently. 

· Identify and implement service improvements.

· 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.
High level of self-awareness

· Demonstrate an awareness of how others perceive you.

· Ability to adjust your approach to suit the situation.
· Analyse your own performance in accordance with position expectations.
· Maintain own knowledge and skills to ensure up-to-date knowledge of contemporary health industry issues.
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. Tertiary qualifications in an accounting, management or business discipline.
2. Postgraduate qualification in information or health service management desirable but not essential.
3. Comprehensive understanding of the principles and application of the Victorian public hospital “Policy and Funding Guidelines” and the implications of policy change.
4. Extensive knowledge of business management including budget development, costing, analysis and reporting.

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

6. Demonstrated experience in leading projects and managing change in a complex environment.

7. Minimum of seven years experience within the health industry.
8. At least two years experience in a management role.
Organisational relationship

The Manager, Information and Performance will build effective internal relationships with
· Clinical staff

· Directors and other senior managers

· Corporate and administrative staff

to ensure the delivery of quality information that meets business requirements.

External relationships will be developed with:

· Relevant business units within the Department of Human Services

· Peers within the Victorian health industry

· Colleagues at other women’s hospitals.

Number of staff 

· Reporting directly

2


· Reporting indirectly
0
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Developed by:

Manager, Clinical Information Services
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