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“Our vision is to provide safe, high quality seamless service delivered with courtesy and respect. To achieve our vision we expect all our staff to uphold our Trust Values”










	JOB DETAILS 

	Job Title 
	Clinical Coding Deputy Manager

	Reports to 
	Head of Clinical Coding 

	Band 
	6

	Department/Directorate 
	Clinical Digital Services



	JOB PURPOSE 

	The Deputy Clinical Coding Manager will support the Clinical Coding Service Manager in the management of the Clinical Coding team ensuring the agreed timescales and data quality standards are met at all times and will deputise for the Clinical Coding Service Manager and represent Clinical Coding at Trust meetings in their absence.
Alongside the established management team provide day to day management of Clinical Coding team consisting of Band 5 senior coders, Band 4 and 3 trainee coders and optimisation analysts. 
Responsible for ensuring all episodes are coded at end of each month which will involve managing individual coders and raising queries with Clinical staff & data quality to ensure we have the information to code the episodes.
Responsible for monitoring Coding workqueues to ensure none are left outstanding and escalate any that cannot be resolved.
The post holder will be required to abstract, analyse and accurately code highly complex clinical information from patient records across all specialties using ICD-10 and OPCS-4 Classifications in accordance with National Standards and the Trusts coding Policy and Procedures guidelines. This data is essential for the effective management of the Trust, service planning, clinical audit, medical research and accurate funding.


	KEY WORKING RELATIONSHIPS 
	

	
· Clinical Digital Services Division
· Head of Clinical Coding
· Clinical Coding Audit and Improvement Lead
· Clinical Coding Service Manager
· Clinical Coding Trainer
· Clinical Coding Data Assurance Lead
· Clinical Coding staff
· Clinicians
· Information Analysts
· Divisional Managers
· Heads of Department
· Integrated Care Board (ICB) and Department of Health Staff




	ORGANISATIONAL CHART 

	
[image: ]

	KEY RESULT AREAS/PRINCIPAL DUTIES AND RESPONSIBILITIES 

	[bookmark: _Hlk183073659]Responsible for ensuring outstanding coding episodes are completed within agreed timescales which will involve monitoring & managing the Waiting for information, Outstanding Pathology & Update received WQ’s to ensure no episodes are left outstanding at flex & freeze. Liaise with Coders, data quality, clinical staff & EPR staff to resolve or escalate to Clinical Coding Service manager any still outstanding.
In conjunction with the Service Manager, responsible for allocating workloads to Coders to ensure we meet our monthly & year end objectives.
Alongside the established management team provide day to day management of Clinical coding team consisting of Band 5 senior coders plus Band 4 and 3 trainee coders and optimisation analysts.
Responsible for monitoring flexitime and coder productivity and escalate any concerns to individual’s line manager.
Performance management responsibilities to ensure volume and accuracy targets are met and undertaking 1:1 discussions as required.
Undertake Clinical Coding. 


	COMMUNICATION/RELATIONSHIP SKILLS 

	To establish and maintain close working relationships with Consultants and their clinical teams to ensure the quality and depth of coding is achieved.
Communicate complex Clinical Coding NHS rules to EPR staff to ensure nature & purpose of Clinical Coding is understood.
Communicate complex coding rules to clinical coders, medical, clinical and admin staff and other external stakeholders.
[bookmark: _Hlk183073969]Deputise for Clinical Coding Service Manager when absent at meetings, including junior Dr inductions, to maintain a clinical coding presence.
To represent the department at meetings to address coding issues and to assist in the development of the coding process to further the effectiveness and efficiency of the coding department.
To represent the Trust at any relevant local, regional and national meeting relating to Clinical Coding.
Communicate to all levels of staff using a variety of methods including utilising technical communication solutions for remote workers
 

	ANALYTICAL/JUDGEMENTAL SKILLS

	Use judgement and experience to critically analyse complex clinical information required to assign codes in accordance with national guidelines and standards.



	PLANNING/ORGANISATIONAL SKILLS

	Plan and implement workloads for Senior and trainee Clinical Coders. Organise & manage procedures to ensure outstanding information is received from Clinical staff & Directorates.

	PHYSICAL SKILLS 

	Ensure that the coded clinical data is entered onto the Trusts Electronic Patient Record (EPR)  for every relevant patient care episode. This will involve continuous sitting in front of a computer (VDU) and inputting information into the relevant systems.
A requirement to attend meetings at different sites across the Trust.


	PATIENT/CLIENT CARE 

	No direct patient care/Incidental contact with patients


	POLICY/SERVICE DEVELOPMENT 

	Use expert knowledge and experience to formulate accurate and timely coding. This is essential to support patient care, planning and contracting which is linked to the finance of the Trust. A critical element of this post is to ensure that coded information used to produce the HRG is as accurate as possible.
Contribute to and represent Clinical Coding at GIRFT Specialty meetings.
The post holder will be responsible for monitoring and managing outstanding uncoded episodes which will require performance management and support to clinical coders and liaising with other departments for missing information and procedures initiated to resolve.
Plan and implement the Trust’s local coding policy which will require regular review and implementation of a local coding policies database. This will require the postholder to have a thorough knowledge and understanding of national standards to ensure compliance with national policy.


	FINANCIAL/PHYSICAL RESOURCES 

	Responsible for ordering stationery and stock via Unit 4
Support the Clinical Coding Management Team with complex coding issues to ensure correct coding resolution is reached liaising with clinical staff and following the Trust and TCDS national coding query mechanism
Understand and be able to answer HRG queries to ensure maximum financial reimbursement for the Trust.


	HUMAN RESOURCES 

	Alongside established management team provide day to day management of all clinical coding staff using knowledge and experience to advise and motivate where needed.
[bookmark: _Hlk183074323]Performance management responsibilities to ensure volume and accuracy targets are met.
Responsibility for monitoring and reporting of annual leave, flexitime and sickness ensuring adherence to Trust HR policies and procedures
[bookmark: _Hlk183074011]Support the Clinical Coding Management Team by undertaking senior coder and trainee Coder appraisal and 1:1 discussions.
Play an active part in recruitment of new staff.
Any other delegated duties required by the Head of Clinical Coding that are commensurate with the Band.


	INFORMATION RESOURCES 

	Responsible for identifying and collating insufficient/incorrect clinical data in source documentation and using own initiative to raise the query for resolution with other relevant departments and Clinicians.
Responsible for ensuring correct coding resolution is reached for complex coding issues which will require liaising with clinical staff and following the Trust and TCDS national coding query mechanism


	RESEARCH AND DEVELOPMENT 

	Assist the departmental Audit function in the processing of Audit data and report back to Trust user groups as required.


	FREEDOM TO ACT 

	The postholder in conjunction with the senior management team will be required to make decisions that affect the whole team based on both Clinical Coding & Trust policies and procedures using their own judgement and experience
Plan and implement own workload in order to achieve demanding monthly coding deadlines (and sometimes changing deadlines) while ensuring accuracy is maintained. Use judgement and coding experience where necessary to translate cases where information is not always clear.
Use initiative and be proactive to achieve deadlines. This may include locating information in various areas throughout the Trust. Continue to review, monitor and plan how to resolve all outstanding coding cases.
Maintain confidentiality and discretion and comply with the terms of the Data Protection Act and local Trust policies at all times. 

	OTHER RESPONSIBILITIES 

	To take part in regular performance appraisal.

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

To contribute to and work within a safe working environment 

The post holder is 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.



	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.


	THE TRUST- VISION AND VALUES 

	Our vision is to provide safe, high quality seamless services delivered with courtesy and respect. To achieve our vision we expect all our staff to uphold our Trust values. Our Trust values are:

Compassion, Integrity, Inclusion and Empowerment.

We recruit competent staff that we support in maintaining and extending their skills in accordance with the needs of the people we serve.  We will pay staff fairly and recognise the whole staff’s commitment to meeting the needs of our patients.

We are committed to equal opportunity for all and encourage flexible working arrangements including job sharing. 

We are committed to recruiting and supporting a diverse workforce and welcome applications from all sections of the community, regardless of age, disability, gender, race, religion, sexual orientation, maternity/pregnancy, marriage/civil partnership or transgender status.  We expect all staff to behave in a way which recognises and respects this diversity, in line with the appropriate standards.


	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.

The RD&E is a totally smoke-free Trust.  Smoking is not permitted anywhere on Trust property, including all buildings, grounds and car parks.  For help to quit call: 01392 207462.


	POST  
	Clinical Coding Deputy Manager

	BAND  
	6
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	Requirements
	Essential
	Desirable

	QUALIFICATION/ SPECIAL TRAINING

Accredited Clinical Coder Qualification

Management qualification or equivalent experience (or willingness to undertake upon appointment)

Expert knowledge of medical terminology, anatomy & physiology acquired through work based training or appropriate qualification

Degree or equivalent experience gained within a NHS acute Trust

Evidence of continued professional development 
	

E

       E


E


E


E
	





	KNOWLEDGE/SKILLS
Proven expertise in clinical coding using ICD10 and OPCS4
Excellent knowledge & understanding of Surgical and Medical procedures 
Good organisational and personal effectiveness skills with the ability to work independently and use initiative under pressure

Ability to seek solutions to queries using internal and external sources

Excellent oral and written communication skills and ability to utilise technical communication solutions for remote workers

Knowledge of HR Trust procedures and policies

Able to demonstrate excellent attention to detail

Experience of Staff Appraisal & 1:1s (or willingness to undertake upon appointment)

Ability to Lead & motivate staff

	
E
E

E


E


E


E

E

E

E
	




















	EXPERIENCE 
Clinical coding experience across a wide range of specialties

Experience of decision-making by own initiative and liaison with colleagues and the wider Trust

Proven ability to liaise with multidisciplinary teams across all grades and disciplines

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

Supervisory, Team leading or mentoring experience

	
E

E


E


E


E
	













	PERSONAL ATTRIBUTES 
Enthusiasm for Clinical coding 

Ability to work on own initiative

Ability to explain complex coding issues to a variety of staff groups

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

Reliable and flexible

Ability to handle difficult or emotional situations with empathy

Excellent communication and persuasive skills 

Excellent concentration and accuracy in work

Motivational skills with confidence and professionalism in dealing with challenging situations

Willingness to learn all aspects of Clinical Coding management 
	
E

E

E


E

E

E

E

E

E

E
	

	OTHER REQUIRMENTS 
Willingness to travel across sites and flexibility to attend meetings when required.
Requirement for extremely high levels of concentration to be sustained for long periods and the ability to maintain levels whilst answering sometimes complex queries
Handling of sensitive information with appropriate discretion.

 
	
E

E


E
	


























































	
	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)
	Y
	
	
	
	

	Driving
	N
	
	
	
	

	Food handling
	N
	
	
	
	

	Night working
	N
	
	
	
	

	Electrical work
	N
	
	
	
	

	Physical Effort 
	N
	
	
	
	

	Mental Effort 
	Y
	
	
	
	

	Emotional Effort 
	Y
	
	
	
	

	Working in isolation
	Y
	
	
	
	

	Challenging behaviour
	N
	
	
	
	


[image: https://ndht.ndevon.swest.nhs.uk/wp-content/uploads/2016/04/trust_logo_a4_colour.jpg]RDE job matched 24.06.21 (Trust header, organisational chart, job titles updated 11/25) 
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