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Job Description


Job Title: 		Data Lead

Responsible to:	Head of Healthcare (HoHc)

[bookmark: _Hlk128060384]Accountable to:	Business Manager (BM) / Regional Systems & Performance Lead (RPL) / Senior Managers

Practice Plus Group’s mission is Access to Excellence.  Our core values are; 

· we treat patients and each other as we would like to be treated 
· we act with integrity
· we embrace diversity 
· we strive to do things better together 

Patients can only access excellence if we commit to living our values in everything we do when we’re at work.
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About the role:

The role requires an individual with the ability to work autonomously to produce accurate reporting using standardised data entry templates (Excel) in line with Practice Plus Group policies and procedures. The main responsibilities of the post-holder will be to extract and present accurate data from the Prison Healthcare computer system, TPP SystmOne and carry out data quality checks to ensure accuracy of data submitted.

Principal Duties and Responsibilities

· Completion of accurate reporting using standardised data entry templates (Excel), for both internal and external stakeholders
· High level of data quality checking for all site level performance reporting submissions
· Carry out Data Quality and other Audits as required, agreeing with the HoHc / RPL / BPM any remedial actions as a result of the audit
· Ability to produce ad hoc reports / data requests from various stakeholders
· Understanding of the Quality Outcomes Framework
· Management of appropriate degraded items on SystmOne and the signposting of clinical/other degraded items for action
· Completion of the Escort & Bedwatch Spread Sheet to ensure this aligns with the MoJ Submission
· Task administration and monitoring
· Experience and / or ability to learn how to interpret and analyse complex data sets
· Local management of SystmOne in terms of staff access and site support
· SystmOne Password and Smartcard ID Checker
· Provide Report completion Induction training for new administrative / data lead starters as required
· Carry out system searches / reports as directed and entering the data on the provided data entry templates, ensuring accuracy and efficiency i.e. Ops Dashboard, Escort & Bedwatch Spread sheet reconciliation, Gilead Data, HJIPs etc.
· Have an awareness of GDPR and compliance along with security and governance processes
· Datix incident reporting and ability to run basic Datix reports as required
· Awareness of all appropriate escalation processes
Other Responsibilities

· Booking internal appointments on the clinical system, TPP SystmOne as required
· Ensuring admin teams correctly record the outcome of appointments on SystmOne to ensure accurate / up to date activity reporting
· Accurately Read Code and input data on SystmOne into the patient record
· Management of appropriate degraded items on SystmOne
· Input data into the patient’s healthcare records as necessary
· Scanning of patient related documentation and attaching scanned documents to patient’s healthcare records
· Answer incoming phone calls, transferring calls or dealing with the callers request appropriately
· Action incoming emails and mail in a timely manner
· Support all clinical staff with general administrative tasks as requested
· Photocopy documentation as required
· Oversight / Support for Daily NOMIS Upload (as / when required)

About You:

· Intermediate to advanced Microsoft Office skills (Excel, Word, Outlook & PowerPoint)
· Intermediate to advanced SystmOne knowledge, ideally Prison Module
· Basic to intermediate knowledge of the NHS and Prison environment
· Basic to intermediate knowledge of Smartcards
· Organised and methodical
· Excellent Communication Skills
· Experience of data quality and experience developing data quality
· Ability to build and maintain close working relationships with stakeholders
· Motivated as an individual and when working in a team
· Attention to detail (and with the ability not to be distracted.in a fast-paced environment)
· Prioritising workload in relation to reporting deadlines (allocating time appropriately)
· Good general standard level of education
· Databases and data inputting
· Able to prioritise and complete tasks in a timely manner
· Able to work under pressure
· Non-judgemental 
· Patient focussed
· Willingness to undertake a Data Literacy Apprenticeship or similar course would be desirable (depending on current level of education)

Additional information

Disclosure and Barring Service - a Disclosure and Barring Service disclosure at the enhanced level is required for this role.  A risk assessment will be undertaken if necessary.

Prison Vetting - a HMPPS (Her Majesties Prison and Probation Service) clearance is required for this role in accordance with Ministry of Justice, plus local prison vetting.

Education and Training - continuing professional development is encouraged and an annual appraisal system is in place to discuss ongoing objectives and support revalidation.
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