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JOB DESCRIPTION

	JOB DETAILS 

	Job Title 
	Senior Performance Analyst

	Reports to 
	Operational Performance Manager

	Band 
	Band 6

	Department/Directorate 
	Business Intelligence (Finance)



	JOB PURPOSE 

	
	The post holder will assist the Operational Performance Manager / Principal Performance Analyst in the coordination and provision of high quality, timely and accurate performance and operational information to support organisational performance and financial targets, and also aid the interpretation of Operational Performance and decision making.

They will be responsible along with the Principal Performance Analyst for the monitoring, investigation, analysis and challenge of information to assist the Clinical Divisions in improvement initiatives and the effective delivery and assurance of operational delivery, quality and patient safety. Analysing and presenting complex, contentious and sensitive data, interpreting and reporting on results. 

The post holder will be expected to quickly understand the operational processes of the Division and the Trust to ensure that they are able to add value to the information they provide. 


K

	KEY RESULT AREAS/PRINCIPAL DUTIES AND RESPONSIBILITIES

	
	To analyse patient-based data from Trusts’ preferred information systems in order to provide timely, accurate and intelligible information to clinical and managerial staff and to external agencies using the most appropriate data sources and information management technology, i.e. database/spreadsheets and graphical presentations. 

To be part of a team of analysts to support the information requirements of Clinical Divisions. 
To provide and develop reports and reporting structures to support the monitoring and attainment of performance related national and internal targets. 

Participate in system and process change within Clinical Divisions relating to data recording and reporting issues. 

Collate and submit data to NHS England / Improvement, NHS Digital and Clinical Commissioning Groups as required on a weekly, monthly, and quarterly basis. 

To produce a suite of data quality reports for the Clinical Division and Clusters, to identify missing, incomplete and inaccurate data. 

To maintain confidentiality of sensitive or personal data in accordance with local and national policies, including the Data Protection Act. 

To adhere to departmental and relevant trust policies and procedures relating to information provision, and information governance. 

To promote better use of information and information tools within the Trust.

To provide advice and support on information issues to meet the business needs of the client Trusts. 

To develop and maintain regular reports to client groups as required, ensuring adherence to local and national standards to ensure high quality data and information.
 
To monitor and highlight data quality issues and to be responsible for information and data quality relating to the post holder’s own work. 

To support the Operational Performance Manager in providing a comprehensive Business Intelligence Service. 

To maintain up to date user procedures on key/regularly produced reports. 

To be involved with Information Systems implementation where appropriate. 

To provide cover for Business Intelligence colleagues as required. 

To attend meetings as appropriate and, when required, to act as the Information Services representative. 

To participate in Digital training for Trust staff where appropriate. 
To share information analyses with colleagues and produce a monthly report for the Operational Performance Manager. 

To keep updated with NHS Information issues, and regularly review and improve procedures where appropriate. 

Any other duties as required by the Operational Performance Manager commensurate with the grade. 





	KEY WORKING RELATIONSHIPS 

	
	Business Intelligence aims to deliver responsive, high quality information by actively engaging with the local health community, soliciting its current and changing requirements in support of the trusts Vision and Strategy in order to: 
· meet users’ expectations and needs for high quality services in informatics, 
· deliver those services effectively, efficiently and responsively 
· develop and enhance close partnerships with the Trusts divisions and other local health communities so as to encourage the best working practices
· plan ahead cooperatively to keep pace with changing needs, providing leadership for innovation

The post holder will work with a range of staff across the Trust. Key contacts will include: 














	Internal to the Trust 
	External to the Trust 

	· Trust Executives and Board Members
	· Devon ICB

	· Chief Nurse / Chief Operating Officer
	· NHS Digital

	· Director of Operations
	· EPIC Technical Experts

	· Divisional Director of Operations
· Head of Business Intelligence
· Divisional Senior Management Teams
· Cluster Managers
· Deputy Chief Nurse
· Divisional Management Accountants
· HR Managers
· Digital Leads and Heads of Departments

	· EPIC Application Experts
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	FREEDOM TO ACT 

	
To use own initiative whilst resolving day to day issues and seek advice from senior managers as required. 


	COMMUNICATION/RELATIONSHIP SKILLS 

	
The post holder will be required to have the following key skills: 

· SQL skills to a basic level
· MS Excel to an advanced level; 
· High degree of accuracy and attention to detail; 
· Familiarity with data analysis tools and techniques; 
· Good presentational skills. 

Develop a shared understanding of the information needs of clinical and managerial staff in the RD&E. 
The post holder will be required to provide and present information to members of staff at all levels within the organisation and the wider health community. 

To communicate with staff, external organisations and colleagues in a courteous, professional and timely manner at all times. 

To manage email communication in a timely way and in line with the RD&E’s email best practice guide.
 
To participate in team and directorate meetings as required. 


	ANALYTICAL/JUDGEMENTAL SKILLS

	
Support the analysis of complex datasets using a range of tools and techniques. 

Work alongside clients to clearly define their information and reporting requirements and to explain the implications of adopting different technical and presentational approaches. 

The post-holder will be expected to assist in the development of new types of data analysis or to adapt previously used analyses, to reflect the changing information requirements within the NHS. 

Identify the cause for data anomalies and validation errors that occur during analysis, and advise when lack of data or validation error prevents accurate or complete reporting. 


	PLANNING/ORGANISATIONAL SKILLS

	
The post holder will be expected to plan and prioritise their own work. 

Strict deadlines will need to be met for daily, weekly, monthly and annual reports. Ad-hoc urgent information requests will often need to take priority at the last minute e.g. NHS Improvement / NHS England / Freedom of Information requests. 


	PATIENT/CLIENT CARE 

	
To provide assistance to patients and/or clients as required. 


	POLICY/SERVICE DEVELOPMENT 

	
The post holder will be expected to follow national and local policies and guidelines, and respond to guidance by adjusting practice and procedure. 

To implement work policies/SOPs within own work area. 


	FINANCIAL/PHYSICAL RESOURCES 

	
The post holder has no direct budgetary responsibilities. 

Responsible for ensuring the correct use of departmental datasets in accordance with sound information management practices to avoid corruption of data or inappropriate access and use. 


	HUMAN RESOURCES 

	
To provide mentoring and support to new/junior members of the team. 

No direct line management required. 

Responsible for reporting absence in a timely manner. 


	INFORMATION RESOURCES 

	
Monitor systems and reports to ensure that they continue to meet changing needs and adapt and improve as required. 

Provide advice to colleagues on the interpretation of information produced by external organisations e.g. NHS England, NHS Improvement. 

Be responsible for checking the quality of data contained within information resources and in the analysis or reports they produce. 

Recommend and implement new systems and procedures for collecting, analysing and presenting information. 

Ensure information sources, file contents, systems and methods of analysis are fully documented, and version control is applied. 





	RESEARCH AND DEVELOPMENT 

	
Development of systems and methodologies through analysis and interpretation of data to produce management information reports to support service development. 

The post holder is required to keep themselves up to date with relevant national research and guidance. 
To contribute to the NHS service improvement by participating fully in new projects and developments such as redesign work, proposing changes to working practices and procedures. 

To carry out routine analysis of information as directed by line manager and carrying out research to support analysis of information. 


	PHYSICAL SKILLS

	
To ensure all documentation is produced to an excellent standard. 

To assist other members of the team in the achievement of a quality service. 


	PHYSICAL EFFORT

	
Daily prolonged periods of dual VDU use and frequent long periods of prolonged concentration. 

Speed and accuracy are required to ensure data analysis and reporting is timely. 

Travel between Trust sites may be required which may require driving or walking. 


	MENTAL EFFORT

	
Use of a PC or laptop to extract, manipulate, analyse and present data on a daily basis. 

Speed and accuracy are required to ensure data analysis and reporting is timely. 


	OTHER RESPONSIBILITIES 

	
Take part in regular performance appraisal.

Undertake any training required in order to maintain competency including mandatory training, e.g. Manual Handling

Contribute to and work within a safe working environment 

You are expected to comply with Trust Infection Control Policies and conduct him/herself at all times in such a manner as to minimise the risk of healthcare associated infection

As an employee of the Trust, it is a contractual duty that you abide by any relevant code of professional conduct and/or practice applicable to you.  A breach of this requirement may result in action being taken against you (in accordance with the Trust’s disciplinary policy) up to and including dismissal.

You must also take responsibility for your workplace health and wellbeing:
· When required, gain support from Occupational Health, Human Resources or other sources.
· Familiarise yourself with the health and wellbeing support available from policies and/or Occupational Health.
· Follow the Trust’s health and wellbeing vision of healthy body, healthy mind, healthy you. 
· Undertake a Display Screen Equipment assessment (DES) if appropriate to role.
· 


	APPLICABLE TO MANAGERS ONLY

	
Evidence that supporting employee health and wellbeing is included in any documents outlining the skills and knowledge that line managers need. 

All managers hold the responsibility of the health and safety and wellbeing of their staff.


	GENERAL 

	
This is a description of the job as it is now.  We periodically examine employees' job descriptions and update them to ensure that they reflect the job as it is then being performed, or to incorporate any changes being proposed.  This procedure is conducted by the manager in consultation with the jobholder.  You will, therefore, be expected to participate fully in such discussions.   We aim to reach agreement on reasonable changes, but if agreement is not possible, we reserve the right to insist on changes to your job description after consultation with you.

Everyone within the Trust has a responsibility for, and is committed to, safeguarding and promoting the welfare of vulnerable adults, children and young people and for ensuring that they are protected from harm, ensuring that the Trusts Child Protection and Safeguarding Adult policies and procedures are promoted and adhered to by all members of staff. 

Northern Devon Healthcare NHS Trust and the Royal Devon and Exeter NHS Foundation Trust continue to develop our long standing partnership with a view to becoming a single integrated organisation across Eastern and Northern Devon. Working together gives us the opportunity to offer unique and varied careers across our services combining the RD&E’s track record of excellence in research, teaching and links to the university with NDHT’s innovation and adaptability.
This is 





PERSON SPECIFICATION

	Job Title
	Senior Performance Analyst



	Requirements
	Essential
	Desirable

	QUALIFICATION/ SPECIAL TRAINING

Educated to degree level in a subject which incorporates relevant skills to the post 

OR 

Educated to A level standard in a mathematical subject/HND or equivalent in relevant subject 

OR 

Relevant NHS experience and be able to demonstrate practical analytical skills 

Epic Cogito Certification (must be willing to work towards certification) 

	

E




E




E
	














D

	KNOWLEDGE/SKILLS

Good organisational and personal effectiveness skills 

Knowledge of NHS information systems 

Possess excellent analytical and numeracy skills 

Proficient in MS Office, including Excel, Access, PowerPoint, Outlook and Web Browsing 

Proficient in SQL server / Data warehouse technologies 

Ability to apply an information intelligence to the data and present information to multidisciplinary audience 

Excellent oral and written communication skills and good personal presence. 
Ability to effectively liaise with a variety of staff across all grades 

Knowledge of strategic developments in health informatics and Access targets 

Ability to plan, prioritise work and manage deadlines 

Ability to deal with material of a confidential nature 
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	EXPERIENCE 

Good working knowledge of cancer data in an acute NHS setting

Proven experience of working alongside clinicians and senior managers within the NHS 

	

E

E
	

	PERSONAL ATTRIBUTES 

Excellent interpersonal and communication skills and able to act with discretion 

Ability to organise, plan, prioritise and manage tasks/projects to deadlines 

Ability to work on own initiative 

[bookmark: _GoBack]Ability to work as part of a team 

Ability to problem solve 

Good attention to detail 

Reliable and flexible 
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	OTHER REQUIREMENTS 

An ability to maintain confidentiality and trust 

Professional, calm and efficient manner 

Commitment to continuing professional development 

Positive and flexible approach to work 

Ability to travel to other Trust locations as required 

The post holder must demonstrate a positive commitment to uphold diversity and equality policies approved by the Trust. 

	

E

E
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	FREQUENCY

(Rare/ Occasional/ Moderate/ Frequent)

	WORKING CONDITIONS/HAZARDS
	R
	O
	M
	F

	

	Hazards/ Risks requiring Immunisation Screening
	
	
	
	

	Laboratory specimens
	N
	
	
	
	

	Contact with patients
	N
	
	
	
	

	Exposure Prone Procedures
	N
	
	
	
	

	Blood/body fluids
	N
	
	
	
	

	Laboratory specimens
	N
	
	
	
	

	

	Hazard/Risks requiring Respiratory Health Surveillance
	
	
	
	
	

	

	Solvents (e.g. toluene, xylene, white spirit, acetone, formaldehyde and ethyl acetate)
	N
	
	
	
	

	Respiratory sensitisers (e.g isocyanates)
	N
	
	
	
	

	Chlorine based cleaning solutions 
(e.g. Chlorclean, Actichlor, Tristel)
	N
	
	
	
	

	Animals
	N
	
	
	
	

	Cytotoxic drugs
	N
	
	
	
	

	
	
	
	
	

	Risks requiring Other Health Surveillance
	
	
	
	

	Radiation (>6mSv)
	N
	
	
	
	

	Laser (Class 3R, 3B, 4)
	N
	
	
	
	

	Dusty environment (>4mg/m3)
	N
	
	
	
	

	Noise (over 80dBA)
	N
	
	
	
	

	Hand held vibration tools (=>2.5 m/s2)
	N
	
	
	
	

	

	Other General Hazards/ Risks
	
	
	
	

	VDU use ( > 1 hour daily)
	Y
	
	
	
	· 

	Heavy manual handling (>10kg)
	N
	
	
	
	

	Driving
	Y
	
	· 
	
	

	Food handling
	N
	
	
	
	

	Night working
	N
	
	
	
	

	Electrical work
	N
	
	
	
	

	Physical Effort 
	Y
	· 
	
	
	

	Mental Effort 
	Y
	
	· 
	
	

	Emotional Effort 
	Y
	· 
	
	
	

	Working in isolation
	Y
	· 
	
	
	

	Challenging behaviour
	Y
	
	· 
	
	




image1.png
NHS

Royal Devon

University Healthcare
NHS Foundation Trust




