WEST PARK HOSPITAL
JOB DESCRIPTION


JOB TITLE: 	Data Management Specialist
DEPARTMENT:  Information Technology
IMMEDIATE SUPERVISOR:  Director of Information Technology

JOB SUMMARY:   The Data Management Specialist has primary responsibility for supporting applications using data extracted and manipulated from various applications including but not limited to writing, maintaining, and supporting complex reports, implementing and maintaining HL7 interfaces between disparate computer information systems, and supporting the data repository.  

 The Database Management Specialist is responsible for evaluating future projects on the strategic plan to determine impact on existing databases, interfaces, and reports.  Additional role requirements include planning, development and troubleshooting for databases, reports, and interfaces.

CULTURE/RELIGIOUS ASPECTS:  Employee will care for patients of all cultural and religious backgrounds.  In view of the seasonal influx of people from all over the world, be prepared to care for patients of diverse cultural and/or religious backgrounds.  The Database Administrator/Report Writer is never assigned a direct patient care load and contact with patients is incidental.

ETHICS AND COMPLIANCE:  Employee performs within the prescribed limits of the hospitals/departments Ethics and Compliance Program.  Is responsible to detect, observe and report compliance variances to their immediate supervisor, or upward through the chain of command, the Compliance officer or hospital hotline.

ESSENTIAL FUNCTIONS:  This individual is responsible for performance, integrity and security of the formal databases supported by West Park Hospital’s Information Technology department.  This individual assumes additional duties of writing complex reports and maintaining HL7 interfaces used by West Park Hospital and its associated clinics.  Specific responsibilities include:

1. Creating, generating and facilitating clinical and financial data and reports for daily operations and strategic planning to user specifications from within the Meditech 6.0 platform using Meditech Report Writer and Report Designer capabilities or from the Meditech Data Repository using commonly available report writing tools and queries for an SQL database
2. Implementing, supporting, maintaining, and troubleshooting HL7 interfaces between multiple disparate software applications using an interface engine
3. Implementing, supporting, maintaining, and troubleshooting form design software
4. Implementing, supporting, maintaining, and troubleshooting report distribution software
5. Administering the database management system(s) in use by West Park Hospital including configuring hardware and software in conjunction with and according to vendor specifications.
6. Coordinating, installing and testing of changes or new versions of the database management system(s)
7. Planning, coordinating and implementing security measures to safeguard the database(s)
8. Ensuring database documentation is up to date, including data standards, procedures and definitions for the data dictionary
9. Interacting with all level of users throughout the organization to clarify and verify requirements at all stages of analysis, design, and implementation for supported databases and applications
10. Establishing procedures and methodologies to ensure reports are accurate and efficient. 
11. Participating in health information integration, exchange, and interface projects and initiatives
12. Participating in regular rotation of HELP desk support duties and after hours call.
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13. Assisting with additional duties as needed and assigned by the Director of IT

EDUCATION/EXPERIENCE:  A minimum of a Bachelor’s degree in a related field or equivalent certification such as Microsoft Certified Database Administrator is required.  Minimum of four years recent experience or an equivalent combination of education, experience, knowledge and ability essential to successfully perform the duties assigned to this position.  Experience with the Meditech Healthcare Information System and HL7 interfaces strongly advised.  Experience in an equivalent technology in a healthcare setting will be considered.   Experience with data collection tools such as Microsoft Excel, Pivot tables and Access and/or proven experience with Meditech NPR Report Writing application is beneficial. 

SKILLS:  Well-developed written and verbal communications and interpersonal skills are necessary.  Ability to manage projects, meet deadlines, and establish and maintain effective working relationships with all levels of hospital staff and physicians is required.  This position requires someone who is self motivated, persistent and able to deliver quality work. Follow through is essential. To be successful in this role a candidate must  possess a deep understanding of software solutions used in the healthcare environment.   A certain degree of creativity and latitude is expected.

WORKING CONDITIONS:  Works primarily in clean, well lighted, heated and air-conditioned area.  Exposure to hazardous materials is limited, but possible.  Normal work schedule is day shift Monday through Friday, with periodic assignment of on-call duties outside of regular business hours.  Position may require long hours, including occasional evenings, nights, week-ends, and holidays.  May receive telephone calls at home at any time.
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PHYSICAL DEMANDS:  Standing, sitting, walking, lifting up to 50 pounds.  Some work is sedentary.  Near visual acuity to see and manipulate small objects.

Lifting required as follows:

	
	NEVER
	OCCASIONALLY
	FREQUENTLY
	CONTINUOUSLY

	A.  Up to 10 lbs.
	
	
	
	X

	B.  11 – 24 lbs.
	
	
	X
	

	C.  25 – 34 lbs.
	
	X
	
	

	D.  35 – 50 lbs.
	
	X
	
	

	E.  51 – 74 lbs.
	X
	
	
	

	F.  75 -  100 lbs.
	X
	
	
	

	1. Above 100 lbs.
STATE WEIGHT
	
X
	
	
	

	H.  STANDING
	
	
	X
	

	I.   WALKING
	
	
	X
	

	J.   SITTING
	
	
	
	X



Any lifting of 35 lbs. or more requires the use of an assistive device and/or physical assistance.

EXPOSURE CATEGORY                              2

1. Tasks that involve exposure to blood, body fluids or tissues.  This includes all procedures or job related tasks that involve inherent potential for mucous membrane or skin contact with blood, body fluids or tissues, or potential spills or splashes of them.

1. Tasks that do not involve exposure to blood, body fluids or tissue, but exposure may be required as a condition of employment.  Appropriate protective measures are readily available to these employees when needed.

1. Tasks that involve NO exposure to blood, body fluids or tissue and Category I tasks are not a condition of employment.


____________________________                            ____________________________
Employee Signature                                      		 Date


Reviewed: 						Revised:  

