JOB DESCRIPTION TEMPLATE

	1. JOB IDENTIFICATION

	Job Title:  Lead SSCA Auditor and Quality Assurance Facilitator
Responsible to: MCN Manager for Heart and Stroke (Line Manager)
Department(s):  MCN for Heart and Stroke
Directorate:  Medical Specialities
Operating Division:  ACUTE SERVICES
CAJE No:               800-2971

No of Job Holders:  ONE
Last Update:  June 2023


	


	2.  JOB PURPOSE

	· To lead on the Scottish Stroke Care Audit Programme and deal with any routine/urgent enquiries, including any issues reported.
· To collect, analyse and report on data for local and national service improvement work for heart  and stroke
· To produce and maintain registers, reports, spreadsheets, summaries, audits and any other relevant documents

· To mentor the Clinical Audit Co-Ordinators and quality assure their workload giving feedback and advice
· To be able to provide full audit cover for annual leave and sick leave where required, including visiting clinical areas.

· To provide support, training and development to the Clinical Audit Co-ordinators

· To support the implementation of social media apps to promote the MCN and give advice on prevention of heart disease and stroke.
· To provide support to the MCN Manager

· To deputise the MCN Manager as required in leading the MCN Team and ensuring the development of staff.




	3. DIMENSIONS

	· The post holder will be based at University Hospital Crosshouse, however may need to travel to other hospital sites to cover clinical audit work and to support the workload of the MCN for Heart and Stroke.

· The team consists of one MCN Manager, this role, two clinical audit co-ordinators and one administration assistant.

· The post holder will be expected to the lead and supervise the SSCA audit team, who will defer any issues relating to the collection and analysis to the postholder for advice. Although there will be no line management responsibilities.





	4.  ORGANISATIONAL POSITION

	






	5.   ROLE OF DEPARTMENT

	To assist in the delivery of high quality care to people with Heart Disease or Stroke in Ayrshire & Arran, which is patient-centred and ensures equitable access to high quality care across the patient journey.

The MCNs will manage and facilitate the development of services in line with the Heart Disease Improvement Plans (2014), Stroke Improvement Plan 2023, A Progressive Stroke Pathway (2022) and National Clinical Guidelines for Stroke 2023. To undertake appraisal of current services in partnership with all relevant Health and Social Care Partnerships to bench mark performance and develop evidence based services which will be evaluated by The Scottish Government Health and Social Care Directorates through the National Heart and Stroke Advisory Groups.



	

	6.  KEY RESULT AREAS

	· Using change management knowledge and skills co-ordinate and implement complex activities across services and agencies ensuring good communication and integration of projects.
· To have a daily responsibility for managing data and reporting system errors within SSCA in order to input, analyse and interrogate the data to produce high quality and timely information to support the functions of the network and provide feedback/report on performance
· Liaise in the development and the implementation of resources for data capture in order to facilitate the development of improved information systems in line with the Ayrshire & Arran strategy and in conjunction with the IT departments.
· Develop and design data extraction tools across several clinical areas, in order to improve the analysis of information for clinical care in conjunction with National and Local IT Departments.

· Develop an information system to monitor the Quality Assurance Framework and provide timeous reports of outcomes for onward transmission to the Steering Groups/Sub Groups and Healthcare Improvement Scotland.

· To provide training to any new member of MCN staff and relevant clinicians on the SSCA audit in order to ensure staff have the knowledge and skills required to operate the system
· Oversee the audit assistants by providing a review of work performance, a supporting and training role offering professional advice in order to improve their competencies and personal development.
· To support learning and development needs of all members of the team through performance review and personal development review (PDR) via TURAS.
· To provide full SSCA audit cover during annual leave and sickness, including visiting the acute wards to ensure timely collecting of audit data, which falls in line with the Business Continuity Plan
· Co-ordinate and implement the National SSCA audit ensuring good quality data for onwards transmission of national statistics.

· Provide expert training in the use of data entry and extract programs to clinical staff in order to ensure competency of staff and good quality data.

· Adhere to the NHS Ayrshire & Arran’s Policy on confidentiality, including Caldicott Guidelines and the requirements of the GDPR/ Data Protection Act 2018.
· Lead the development of the MCN Web pages within the Ayrshire & Arran Website in order to promote the MCNs within and out with Ayrshire & Arran.

· Present complex data to staff, patients and at open meetings for discussion which may be challenged by the audience.
· Provide formal minute taking service at the MCN meetings to ensure that an accurate record of proceedings is undertaken, transcribed and disseminated timeously to those involved and to a wider audience on the intranets where required. Deputise for MCN Manager at meetings where required.

· Participate in Turas , PDR appraisal – meeting regularly with line manager
· Promote, encourage and adhere to all organisational policies and procedures.



	7a. EQUIPMENT AND MACHINERY

	· On a daily basis computers are used for general report writing, researching the internet and intranet, maintenance and analysis of databases, and hold the audit data through hospital servers via password and security procedures. This also involves using laptop, printers, scanners, photocopiers, binding machines and laminators for presentations.

	7b.  SYSTEMS

	· Creating and maintaining access databases and excel spreadsheets for the use of the MCN

· Accessing the internet, intranet and emailing systems to improve knowledge and communication, and to keep up with evidence based practice

· The national SSCA and local databases are accessed daily through the hospital servers in order to populate, retrieve and analyse data

· Access to PMS, PACS, Symphony, HEPMA to view patient details in relation to the national and local databases, and other relevant systems.Access to databases for Heart Disease and Stroke in order to undertake analysis, quality assurance, research and audit of data collected on the clinical management of patients.


	8. ASSIGNMENT AND REVIEW OF WORK

	· There is personal contact with the MCN manager on a daily basis.

· Within the course of day to day work, the postholder will be expected to develop effective mechanisms to ensure completeness of data, however this may require a flexible working approach and change in work prioritisation by postholder

· The postholder will also be required to run quality checks in collaboration with the audit co-ordinators to ensure quality assurance of the information and the manner of collection using the standard operational procedure as a guide

· Regular reports on the performance of the hospitals in relation to National and local audit are given to the network by a presentation of graphs, statistics and verbal reporting

· Work will be directed by the MCN manager but the postholder will be expected to manage their workload on their own initiative and be self-motivated. The postholder will also be expected to work under minimal supervision
·  Provide regular reports to the MCN manager on progress against the Heart and Stroke quality assurance framework standards with regular reporting throughout the year
· A Personal Development Review will be carried out annually in addition to regular meetings with the Line Manager to discuss issues within normal duties.

· Regular reports to the MCN manager on progress against the Heart & Stroke Strategy Quality Assurance Framework standards are undertaken on a quarterly basis, with regular reporting throughout the year.

· Training and development will be given as required to the postholder in order to develop the skills necessary to perform their duties.

· The postholder will be expected to contribute to the quarterly reports of MCN activity and other promotional material as required.
· The postholder will be expected to produce project plans of each project and report any variance or project slippage to the MCN Manager as required


	9.  DECISIONS AND JUDGEMENTS

	· On a daily basis the postholder will be expected to work unsupervised using their own initiative within the standard operating procedures. This may require a flexible working approach and for the postholder to change their work prioritisation depending on need using their own judgement

· The postholder will scan data for accuracy and completeness to identify any anomalies. These should be highlighted to the MCN Manager and relevant clinical staff for clarification
· On a regular basis interpret complex data to highlight trends in clinical management in accordance with national standards

· Undertake quality assurance of audit co-ordinators work in order to show any discrepancies and take actions to improve the quality of data, keeping MCN manager informed of any major problems which need to be deferred

· Using analytical skills and interpreting data to advise on health board performance and possible service changes to improve patient care, making reference to SSCA
· Take a supervisory role of audit staff reviewing work performance, training and development requirements. The postholder may be required to develop data capture tools in order to evaluate the projects, which will require periods of concentrated effort and thought processes to produce complicated and reports.




	10.  MOST CHALLENGING/DIFFICULT PARTS OF THE JOB

	· Providing an effective system of data collection and management ensuring completeness of information and quality reporting

· The need to maintain a follow up procedure to ensure information which is incomplete is captured at a later date and not missed due to time lapse. Have an excellent awareness of data ensuring a satisfactory explanation to clinicians of its meaning

· The need to communicate with multidisciplinary staff in order to follow to incomplete data.

· The ability to concentrate for long periods undertaking data inputting, checking and analysis within a busy clinical environment

· Working to deadlines, mainly providing data for monthly reporting of the national audit




	11.  COMMUNICATIONS AND RELATIONSHIPS

	· The ability to communicate confidently and effectively at all levels with staff, patients and carers is essential.
· To have excellent communication skills including diplomacy, empathy but at the same time being assertive and be able to negotiate with a variety of staff.
· The postholder will work closely with the MCN Manager to develop the networks and take a lead in the evaluation of pilot projects in order to inform service development.

· Actively take part in digital meetings such as MS Teams and be able to communicate effectively this way.

· Collaboration with audit co-ordinators to ensure a full understanding of job purpose.

· The postholder will work closely with and supervise the Clinical Audit Assistants in co-ordinating the collection and reporting of national data.

· Other key relationships will be with Health and Social Care Partnership staff; Clinical leads for projects; Clinical Effectiveness and IT departments.

· Robust links with NHS Healthcare Improvement Scotland, National Stroke Audit and Heart Disease National Audit bodies will be maintained.
· Collaborate with National Stroke Audit groups to ensure adherence to national definitions and standard operating procedures, comparison of data across Scotland.
· Using change management and negotiating skills will be particularly important to the postholder when implementing new initiatives across a wide variety of staff.
· Report complex data results in an understandable and knowledgeable way to clinicians in order to highlight areas of excellence or improvement. Having the ability to discuss contentious results with confidence.


	12. PHYSICAL, MENTAL, EMOTIONAL AND ENVIRONMENTAL DEMANDS OF THE JOB

	PHYSICAL SKILLS:
· Advanced keyboard skills to a high competency level

· Be able to deliver presentations at conferences

· Have a current driving licence – driving from site to site
PHYSICAL EFFORT:
· Sit for long periods of time operating the computer, laptop and other office equipment, as well as answering the phone.

· Occasional meetings outside office hours

· Driving from site to site and to other areas of Ayrshire & Arran and through Scotland for conferences.

MENTAL DEMANDS:

· The nature of the job requires the post holder to think innovatively, to problem solve and generate solutions and strategies in order to carry out effective project management.  
· There will be frequent prolonged intense concentration whilst data inputting, checking, analysing and reporting on data, which sometime takes place within a busy clinical area with frequent interruptions to the postholders thought process and concentration.

· Reading, writing and analysing research and clinical audit data requires concentration which can be interrupted by other demands.

EMOTIONAL DEMANDS:
· Working adjacent to busy ward areas where sick patients can become distressed, which may affect the postholder emotionally and also frequent exposure to distressing clinical information within the data collection operation, both visually and orally.

· The postholder has to work within a multidisciplinary setting with various levels of staff, implementing service change using change management techniques which can be stressful and require diplomacy and understanding.

ENVIRONMENT DEMANDS:

· Office environment sitting at a desk can be restrictive on back and neck posture as well as looking at a VDU for long periods of time. 
· Continual use of computer screen and keyboard skills for a large part of the working day
· Working in a busy clinical area shared with clinical staff with restricted desk and storage space for equipment and paperwork


	13.  KNOWLEDGE, TRAINING AND EXPERIENCE REQUIRED TO DO THE JOB

	· Educated to degree level or have equivalent experience
· Excellent and proven communication skills – verbal and written

· Knowledge and experience of Word , Excel, PowerPoint and Access

· Excellent numeracy and analytical skills

· Self-motivating and able to work within a team situation

· Attention to detail

· Skilled in collection, analysing and interpreting of data

· Working to regular deadlines

· Experience in working closely with multidisciplinary teams in primary and secondary care
· Current driving licence

Desirable:

· Experience in Clinical Effectiveness or Managed Clinical Networks

· Clinical knowledge of Heart Disease and or Stroke would be an advantage


Services Assistant Manager, Medical Specialities





Lead Clinician for Stroke MCN





Lead Clinician for Heart MCN





MCN Manger for 


Heart and Stroke (Line Manager)





Lead SSCA Auditor and Quality Assurance facilitator (This post)





MCN Administrator (under review)








Clinical Audit Co-ordinator x2
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