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UNITED BRISTOL HEALTHCARE NHS TRUST

CLINICAL RADIOLOGY, DIAGNOSTICS AND THERAPY DIVISION
JOB DESCRIPTION

Post:



Data Collection Officer 

Grade:



Band 3

Hours:



22.5 hours over 3 days

Location:


Avon Breast Screening Service 

Accountable to:

Superintendent Radiographer and Consultant 

Radiologist

Responsible to:

Programme Administrator
Liaises with:


i)
Clinical Director 

ii) Programme Administrator
iii) Superintendent Radiographer

iv) QARC

v) Pathology

vi) Consultants of other Units

vii) X-ray departments of other Hospitals

Job Purpose/Summary

· To work as a team member of Avon Breast Screening Clerical Team with the aim of maintaining a high standard of service to patients and staff.

· To monitor and manage the input of the clinical data onto the NBSS computer system

· To be responsible for implementation and maintenance of the Surgical Database.

· To advise and support the Clinical Director and Programme Administrator re queries and reports from the NBSS and the Surgical Databases

· To carrying out associated clerical duties

Responsibilities

Professional:

1. To ensure confidentiality and comply with the terms of the Data Protection Act and PIAG Section 60 at all times.  Information concerning the Trust’s patients and staff must be treated as strictly confidential at all times and you may not divulge it to any other person except with the authority of your Head of Department.  Such authority may only be given when it is in the patient’s interest and is a necessary part of treatment.  Unauthorised disclosure of confidential information will result in disciplinary action and may lead to your dismissal

2. To be aware of Directorate and Trust policies and guidelines and ensure all these are adhered to.

3. To encourage teamwork by performing duties within the A&C team as and when required.

4. To dress smartly in accordance with the requirements of the Directorate, adhering to the Departmental A&C Dress Code.

5. To maintain behaviour in keeping with a member of the professional team and to co-operate with and gain an understanding of the professional roles of others.

6. To remain up to date with changing practices and when possible to make use of all training and development opportunities.

7. To take an interest in self-development and updating, and to complete the Trust’s Individual Job Review (IJR), with the designated manager.

8. To maintain continuity of service by liasing with the Programme Administrator when booking annual leave to ensure adequate cover is available.

.
Clinical Support:

1. To work closely with the multi-disciplinary team to maintain recognised standards promoting efficient service management.

2. To promote a corporate approach to patient care in conjunction with the multi-disciplinary team.

Main Duties 

Data Entry

1. To monitor and manage the NBSS computer system ensuring timely and accurate data is entered onto the Breast Clinical Care system.

2. To organise and prioritise workloads and to work to tight deadlines as directed by the NHSBSP.

3. To liase with consultants and clinicians within Avon Breast Screening unit to ensure data forms are completed in accordance with Clinical Care Guidelines.

4. To liase with QARC (Quality Assurance Reference Centre): 

· To access information from the Cancer Registry to seek and obtain data for interval cancers.  

· To follow-up any information given by telephone or pathology reports from other hospitals. 

· To obtain the diagnostic films and pathology and present them together with the ABS file to the Clinical Director for registration.  

· To enter all information on the NBSS system.  

5. To ensure that all mandatory fields are completed on the QARC Interval Cancer Data Collection sheet and a copy of the histopathology is attached before they are sent to the QARC

6. To enter and maintain the Cancer Interval data on the NBSS computer system

7. To obtain and enter the data for comparison with the KC62 (annual statistical report) and the BASO (British Association of Surgical Oncologists) report, ensuring both are comparable.

8. To ensure all the required data is available on the system when the BASO report is required for annual statistics.


9. To assist the Programme Administrator in the compilation of statistical reports required annually for the QARC and the Department of Health.

10. To input all data collected for trials and research projects

11. Being responsible for communicating details for trials and research projects effectively to all involved across the Region. 

12. To run ad hoc queries for consultants and produce reports.

Screen Detected Cancers

1. To produce the relevant documentation for amalgamation with ABS files to include pathology and hospital notes for screen detected cancers.

2. To obtain pathology reports for clients referred by Avon Breast Screening to consultants at BRI, Frenchay, Royal United Hospital, Bath, Weston General Hospital, and local private hospitals. Translate the reports and transfer the information to the NBSS system.

3. To ensure that any pathology reports required for consultants’ clinics are on file.

4. To liase with the Consultant Radiologist at Frenchay Hospital Breast Care Unit and provide any ABS films for comparison at the unit which may be required.

5. In the absence of the Programme Administrator, ensure that appointments for Core Biopsies and Surgical referrals at the static site and associate hospital are arranged

Audit

1. To be accountable for the audit of the clinical care system and carry our regular audits to assessment level.

Staff and Training

1. To undertake training of staff to enable them to assist with work related to obtaining and entering data.

2. To ensure that all members of the team are using the clinical care system in line with departmental procedures and guidelines, and that best practice is in place in accordance with the NHS Guide to Good Office Practice

General Administration

1. To undertake additional training as required maintaining knowledge and expertise when new software releases are implemented to the NBSS system.  

2. To work closely with the Clinical Director and Programme Administrator responsible for the system.  

3. To work with limited supervision.

4. To attend meetings and provide feedback.

5. To prioritise the workload in order to meet tight deadlines

6. To provide general clerical cover within the office should the need arise

7. To undertake duties which may be allocated from time to time by the Programme Administrator for the efficient running of the Breast Screening Service.

8. To generally assist all personnel in the smooth running of the service.

General information:

Job descriptions

All job descriptions are subject to review.  Job holders are expected to be flexible and be prepared to carry out any similar or related duties which do not fall within the work outlined.  Any review will be undertaken by the line manager, in consultation with the post holder.

Health and safety

Under the provisions contained in the Health and Safety at Work Act 1974, it is the duty of every employee to:

· take reasonable care of themselves and for others at work 

· to co-operate with the Trust as far as is necessary to enable them to carry out their legal duty

· not to intentionally or recklessly interfere with anything provided including personal protective equipment for Health and Safety or welfare at work.

Senior Management (including Clinical Directors and General Managers)

Senior Management is responsible for the implementation throughout the Trust of suitable arrangements to ensure the health, safety and welfare of all employees at work and the health and safety of other persons who may be affected by their activities.

Where health and safety matters cannot be resolved at Senior Management level the appropriate Executive Director must be notified.

Line Managers

Each manager is responsible for the health and safety management of all activities, areas and staff under their control.  This includes responsibility for ensuring risk assessments are completed and implementation of suitable and sufficient control measures put in place.

Health and safety issues are dealt with at the lowest level of management practicable.

Where health and safety matters cannot be resolved at a particular management level the appropriate Senior Manager must be notified.

Clinical Governance

Clinical Governance is the framework through which this Trust is accountable for continuously improving the quality of its services and safeguarding the high standards of care.  It does so by creating and maintaining an environment in which excellence in clinical care will flourish.

Every member of staff must work within this framework as specified in his/her individual job description.  If you have concerns on any clinical governance matters these should be raised with your line manager, professional adviser, or a more senior member of management.  Your attention is also drawn to the Trust guidance on Raising Concerns about Provision of Patient Care.

The Working Time Regulations 1998

You are required to comply with Trust policy on implementation of the Working Time Regulations, including declaration of hours worked and breaks taken, completing written records if required, and reporting any instances where your pattern of working hours may constitute a health and safety risk to yourself, patients, the public an other Trust employees. You have the right not to be subjected to any unlawful detriment by reporting any concerns under the Regulations.

Additional Work

You are required to disclose any additional work you undertake or are planning to undertake for another employer.  The Trust will permit you to undertake this additional work providing the Trust is satisfied that this does not conflict with the interests of the organisation, performance of your normal duties or with the requirements of the Working Time Regulations.
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UNITED BRISTOL HEALTHCARE NHS TRUST

CLINICAL RADIOLOGY, DIAGNOSTICS AND THERAPY DIVISION
PERSON SPECIFICATION

Data Collection Officer Band 3

Qualifications/Training:

QUALIFICATIONS

Q1
Good standard of education at GCSE or equivalent

Experience:

E1
Experience of dealing with the public, both on the telephone and in person

E2
Experience of working in a busy office environment

E3
Experience of team working

E4
Data input experience

E5
Data audit experience

E5
Knowledge of breast pathology/breast terminology (D)

E6
Previous experience of working in NHS (D)

E7
Microsoft Office software packages 
Skills/Abilities/Knowledge:

SA1
Excellent typing skills, with good presentational skills and a high level of accuracy

SA2
Ability to use Word, Excel and Access (D)
SA3
Ability to use Outlook and PowerPoint (D)

SA4
Proven ability to meet deadlines and work under pressure

SA5
Excellent communication and interpersonal skills

SA6
Understand the critical importance of confidentiality

SA7
Ability to maintain accurate records

SA8
Must be able to work within part of a multidisciplinary team but be able to 


work independently and be able to use their own initiative when required

Aptitudes:

A1
Resilient

A2
Attention to detail

A3
Self motivator

A4
Willingness to learn new systems

A5 
Organised

(D) Indicates desirable – All other parts of the person specification are essential requirements.
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