
JOB DESCRIPTON
Data & Systems Co-ordinator
	Job Title :

	Data & Systems Co-ordinator 

	Reporting to :

	Practice Manager

	Hours / Work Pattern :

	37 hours per week (will consider hours of 30+)
May also be required to work outside of core hours, dependent on the needs of the business.

	Location :
	Elgar House Surgery

	Salary
	Dependent on Experience & Qualifications


Scope of the Role:

To be responsible for the day-to-day functionality of the practice IT systems, in support of the multidisciplinary team.  Duties can include but are not limited to, administration of databases, user accounts, housekeeping, upgrades and general queries. In addition, the post-holder will be required to provide support to the multidisciplinary team, ensuring all issues are resolved or escalated in a timely manner.  
The role of the Data & Systems Co-ordinator requires a self-motivated, disciplined individual to take ownership of the efficient day to day running of the service, supporting the Practice manager and working as a key member of the Elgar House team.
Job Summary:

To support the Practice Manager in the coordination and administration of Data, I.T. and Systems within the practice. The role will also support the practice team when resources are low.  
Job Description:
Key Responsibilities
The following are the core responsibilities of the role. There may be on occasion, a requirement to carry out other tasks; this will be dependent upon factors such as workload and staffing levels:

· The provision of a local support service to all staff, resolving issues with IT systems and equipment

· To perform regular system checks to maximise performance

· Provide training to all staff as required, ensuring the effective use of all systems

· To ensure staff adhere to practice policies regarding IT security and ensuring conformance to Information Governance

· To deliver the IT related elements of the staff induction programme

· Build, generate and carry out searches as required by the practice team to enable reports to be produced and action plans devised

· Support the team in the effective use of searches, audits and recalls

· Support the team in the use of the clinical system

· Act as a liaison between the practice and external agencies, for the timely management of all faults 

· To ensure the practice website is current and reflects the objectives of the practice

· Configure searches and interpret data for audit purposes

· To send out mail merges for a number of campaigns i.e. flu

· To ensure all staff have the appropriate smart card access to the clinical system

· Support the Secretarial team with all elements of the online patient access software

· Ensure the Practice Manager is updated regarding the release of Patches and upgrades

· The configuration (activation and de-activation) of all staff email accounts

· Supporting the IT manager in the writing of all IT related policies and protocols and user guides

· To be an administrative lead in support of practice clinical systems.

· To be responsible for the provision of comprehensive data administration for the Practice. 

· Retaining responsibility for undertaking and or overseeing of data collection and the more complex tasks of data validation and monthly and quarterly reports. 

· Deliver high quality data to support the overall development of improved performance and service delivery for the practice.

· To collect and provide systems to ensure the accurate recording of all patient data, utilising both computer and paper based systems.

· To provide data to the Management and Clinical teams to facilitate analyses and formatting of data required to present service outcomes, identify trends etc.

· To be responsible for a portfolio of data collection to meet local, regional and national priorities, ensuring the agreed targets are achieved and an excellent quality of data collection.

· Ensure the workload is carried out efficiently within the required timescales, dependent on the ever changing needs of the service. 

Administration
· Maintain and produce practice protocols, procedures and guidelines.  Review and update as required, including national guideline changes.  

· Review GDPR; IG and other job specific policies, risk assessments and procedures, ensure that all are adhered to and followed stringently.

· To type agendas/minutes of meetings or any other correspondence appropriate to this position.

· To assist with coordinating and facilitating as necessary of various meetings including Practice Meetings (in Practice Manager absence) and Management meetings, and to ensure appropriate action is taken as agreed following these meetings.

· To support the DPM in the management of the supplier contracts, ensuring that the practice is getting a quality service, value for money and monitoring costs associated with these contracts.

· Manage the procurement of new equipment, consumables, supplies, services and maintenance, and obtain quotes as required.

· Communication – Effectively communicate with and promote communication between staff at all levels, communicate with relevant outside agencies, act upon and cascade as appropriate, circulate both emails and all other correspondence in a timely manner.

· Change – Embrace change and positively act upon recommended changes, research and develop new ideas, identify opportunities and research possible threats before implementation.

· Management of the practice website and Clarity intranet site.
· Management of the practice telephone system and all other relevant systems relevant to this position.
· To manage the practice online training portal and ensure that all staff mandatory training is up to date.

· Support the Reception Manager in the planning and development of the clinical rota and deputise for the Reception Manager and ensure that up to date rota’s are put on the clinical system when appropriate.

· Support the Deputy Practice Manager with the management of the trainee’s induction programmes, trainee’s communication and paperwork.

· Administration of the in-house clinical training sessions.

· Train staff in the use of the clinical systems, intranet, and other systems where appropriate.
I.T. Support
· Administrator for clinical systems.

· Responsibility for IT services within the Practice and liaison with locality IT teams as required.

· Resolve simple printer and PC problems, troubleshooting IT problems and identify solutions. Where appropriate report IT faults to appropriate supplier’s helpdesk and follow through.

· Set up and maintain new users according to practice protocol, ensuring they have the access across all required software and systems

· Ensure backups are carried out to a regular schedule and that the backups are restorable.

· Troubleshoot IT problems and identify solutions.

· Manage and maintain all practice 3rd party software, i.e MJog, Lexacom.

· Oversee and update patient TV, practice website, intranet and newsletter.

· To provide point of contact with NHSE and CCG in relation to IT matters.

· Adhere to the Practices protocols on data security.

· To provide support and training for current and new staff in the use of the clinical system, software, templates and searches as required.

· Lead on managing the practice intranet system. Keeping it up to date and ensuring deadlines are met and responded to. Train staff on the use of the intranet site when needed.
Data / Information Analysis 
· Reading and communicating service specification criteria to the practice clinical team.

· Create / amend templates, concepts and protocols on practice clinical system.

· Creating searches and action QOF recalls.

· Regular monitoring of achievement through clinical audit/searches

· Feedback to relevant staff members to correct errors and optimise achievement.

· Assist in data collection audits for the practice as instructed by the Practice Manager.

· Running system reports and extracting statistical data.

· Record keeping, monitoring and liaising with companies with regards to private medical services.
· Work autonomously with demands of workload, with an ability to prioritise regular critical deadlines with frequent ad hoc requests for data.

· Inform line manager when agreed targets are not being achieved.

· Participate / assist in the data management up grades.

Data Protection
· CQC – support the Practice Manager in preparation of information ready for CQC inspections and maintaining between inspections all necessary protocols, policies and information in relation to position.

· CQC - assisting the Practice Manager to ensure compliance.

· To support the Practice Manager in the management of the IG & Data Toolkit.
· Ensure security of data in accordance with the GDPR / Data Protection Act / Information Governance.
Performance and Quality

· To oversee the administration of the clinical system, ensuring staff complete housekeeping and backups as outlined in the practice policy.

· To ensure the clinical integrity of the system, working with the CCG to implement their guidance.

· To oversee the security and validation processes for the clinical system.

· To provide advice and guidance to the practice in the change to becoming paper light.

· To maintain an Asset Register, ensuring that CCG and practice owned equipment is readily identifiable.

· To provide support and training for current and new staff in resolving simple problems with PCs and printers.

· To be aware of national, local and practice quality standards for chronic disease management. 

· To provide support to clinical sub groups in correctly identifying and targeting patients for assessment and treatment.

· To ensure staff are aware of the importance of maintaining disease registers and assist in the validation process.

· To assist in the production of information for clinical audit.

· Data quality.

· To work with the CCG to validate patient information, performing regular checks and quality audits.

· To undertake work related to the performance of the practice.

Additional Roles & Responsibilities
· To have a good working knowledge of the requirements of GP Contract/Enhanced Services and other contracts, and supporting the Practice Manager to ensure that the Practice achieves maximum income where possible at all times.
· Support the Practice Manager in the monthly and quarterly claims. 
· To adapt to the needs of the Practice where required, for example, covering reception when necessary.

· Work pro-actively in managing change in own speciality to improve practice and health outcomes.

· Attend relevant meetings regularly to influence and make decisions regarding service delivery provision and further development within the practice.  

· Take minutes of meetings as required.

· Manage own diary and workload.

· Undertake annual audits in line with best practice, to help with service improvements.

· Support the Deputy Practice Manager in maintaining the PPG list and helping with planning future meetings.

· To facilitate good communication between all members of the team;

· To promote teambuilding, teamwork and cooperation;

· Dealing with all non-medical problems for GP’s as and when required if appropriate.

· To work flexibly to ensure that the practice has cover between the hours of 0800-1830 core hours; and be flexible in the covering of current extended hours and future extended hours, which may result in the need for early mornings; late nights and weekend working.

· This job description is not exhaustive and may be adjusted periodically to reflect the on-going changes in practice.

· Any other duties considered appropriate to the role of as requested from time to time by the Practice Manager.
Health & Safety

The post-holder will be responsible for the management of their own and and others’ health, safety and security as defined in the practice Health & Safety policy, the practice Infection Control Policy and published procedures. This will include (but will not be limited to):

· Use the personal security systems within the workplace according to practice guidelines

· Identify the risks involved in work activities and undertake them in a way that manages the risks

· Use appropriate infection control 
· Know the general principles of first aid and resuscitation to be able to undertake initial actions as appropriate

· Know the health and safety policies and procedures within the workplace, including fire procedures, maintaining documentation, monitoring and maintaining of equipment and furniture within your area of responsibility

· Use the computer monitor safely

· Be able to identify the risks to health of microbiological and chemical hazards within the working environment according to the Control of Substances Hazardous to Health
· Actively identifying, reporting, and correction of health and safety hazards and infection hazards immediately when recognised.
· Maintain an up to date knowledge of health and safety and infection control statutory and best practice guidelines and ensure implementation across the practice.

· Identifying the risks involved in work activities and undertaking such activities in a way that manages those risks across the practice.
· Making effective use of training to update knowledge and skills, and initiate and manage the training of others.
· Actively identifying, reporting, and correction of health and safety hazards and infection hazards immediately when recognised.
· Keeping own work areas and general / patient areas generally clean, identifying issues and hazards / risks in relation to other work areas within the practice.
Personal/Professional Development:

The post-holder will participate in any training programme implemented by the practice as part of this employment, such training to include:

· Participation in an annual individual performance review, including taking responsibility for maintaining a record of own personal and/or professional development

· Taking responsibility for own development, learning and performance and demonstrating skills and activities to others who are undertaking similar work

Quality & Organisation:

The post-holder will strive to maintain quality within the practice, and will:

· To be responsible for planning and organising own workload on a day to day basis and longer term.

· Participate in the planning and achievement of team and departmental objectives.

· Alert other team members to issues of quality and risk.
· Assess own performance and take accountability for own actions, either directly or under supervision.
· Contribute to the effectiveness of the team by reflecting on own and team activities and making suggestions on ways to improve and enhance the team’s performance.
· Work effectively with individuals in other agencies to meet patient’s needs.
· Effectively manage own time, workload and resources.
Communication:

The post-holder should recognize the importance of effective communication within the team and will strive to:

· Communicate effectively with other team members
· Communicate effectively with patients and carers
· Recognize people’s needs for alternative methods of communication and respond accordingly
· Liaise with internal and external stakeholders, e.g. Health and Safety Executive (HSE), claims, complaints, PPG etc.
· Ensure good written and verbal communications to all levels of the organisation including the ability to communicate complex and sensitive information.

Contribution to the Implementation of Services
The post-holder will:

· Apply practice policies, standards and guidance.
· Discuss with other members of the team how the policies, standards and guidelines will affect own work.
· Participate in audit where appropriate.
Equality and Diversity
The post-holder will support the equality, diversity and rights of patients, carers and colleagues, to include:

· Acting in a way that recognizes the importance of people’s rights, interpreting them in a way that is consistent with practice procedures and policies, and current legislation.
· Respecting the privacy, dignity, needs and beliefs of patients, carers and colleagues.
· Behaving in a manner which is welcoming to and of the individual, is non-judgmental and respects their circumstances, feelings priorities and rights.

Confidentiality
· In the course of seeking treatment, patients entrust us with, or allow us to gather, sensitive information in relation to their health and other matters.   They do so in confidence and have the right to expect that staff will respect their privacy and act appropriately.

· In the performance of the duties outlined in this job description, the post-holder may have access to confidential information relating to patients and their carers, practice staff and other healthcare workers.  They may also have access to information relating to the practice as a business organisation.  All such information from any source is to be regarded as strictly confidential.
· Information relating to patients, carers, colleagues, other healthcare workers or the business of the practice may only be divulged to authorised persons in accordance with the practice policies and procedures relating to confidentiality and the protection of personal and sensitive data.
This role will be subject to change and the post-holder will be expected to show flexibility and adaptability in all areas.
Location

You will be based at Elgar House Surgery, Church Road, Redditch, B97 4AB.  The practice is part of the Kingfisher PCN and you may be required to work at any of these other sites during your working day.
Code of Conduct

It is expected that all staff would be able to demonstrate that they follow our practice values in their work and that they will deliver the essential behaviours in their role.

Staff are expected to adhere to practice policies and procedures which establish standards of good practice as well as follow any codes of conduct which are relevant to their own profession.
This job description accurately reflects the post holder’s duties

Signature of post holder     ……………………………………………….     Date ……………………..………

Name (Block Capitals)          ……………………………………………..

Signature of Practice Manager  ……………………………………….       Date …………………….………

Name (Block Capitals)                 ..……………………………………..
ELGAR HOUSE

PERSON SPECIFICATION

Person Specification for the post of: DATA & SYSTEMS CO-ORDINATOR
	ATTRIBUTES
	REQUIREMENTS


	METHOD OF ASSESSMENT

	
	ESSENTIAL
	DESIRABLE
	

	Registration / Education / Qualifications 
	Eligible to work in the UK.
Educated to GCSE level grade C or equivalent in literacy and numeracy
Advanced IT skills with good understanding and working knowledge of Microsoft Office software and knowledge of Social Media development that can be used in the workplace.

A demonstrable commitment to professional development.
	Working towards a Diploma or NVQ level 3 in administration or equivalent experience.
A qualification in medical terminology or equivalent experience
	Application / 
Evidence 

	Experience
	Experience of dealing directly with patients / customers

At least 2 years administrative 
	Experience in use of I.T. systems in the workplace.
Experience of use of I.T. systems.
	Application / Interview / References

	Knowledge / skills
	Ability to understand and grasp new software and administrative / operational procedures.

Ability to manage change.

Accuracy of inputting data, with attention to detail, ability to work under pressure, priorities workload and meet deadlines
Proven organisational skills and experience with an orderly and methodical approach and attention to detail

Excellent communication and interpersonal skills for dealing with people internal and external to the organisation 

Ability to liaise with other organisations, practices, external stakeholders

Experience of working effectively within a large team environment and the ability to work on own initiative and flexibly within the team
Effective time management (Planning and Organising)

Problem solving & analytical skills
	Experience in using EMIS Clinical System

MS Server and Desktop Operating systems

Experience of establishing effective office administrative systems


	Application / Interview

Evidence based

	Personal Qualities
	Honest and reliable.
An understanding, acceptance and adherence to the need for strict confidentiality.
Ability to work with initiative, flexibility and common sense.
Ability to work without direct supervision and determine own workload priorities and meet deadlines.
Ability to work as part of an integrated multi-skilled team.
Ability to gain respect by example and leadership.
Able to work under pressure.

Able to work in a changing environment.
Adaptable, innovative, forward thinking and resilient.
A commitment to Primary Health Care and the NHS.
	
	Evidence based



