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Role Profile – Part 1

	Job Title:
	Informatics Project Coordinator


	Reference Number:
	UNI4/AM/403


	Salary:


	NHS Band 5 Entry Level (£24,214)


	Length of Contract:


	Initial Fixed Term Contract (with a plan to extend/become more permanent) 

	Working Hours:


	37 hours per week 

	Company: 

	Northumberland, Tyne & Wear NHS Foundation Trust (Via Uni4Talent) 

	Location:


	Ryhope, Sunderland (the post holder is expected to be flexible in travelling to sites across the trust and to be available to work at any of it’s premises) 


	Main Purpose of Role:

	· The prime responsibilities will be to co-ordinate project activities and tasks.

· Regularly build, configure, test, train and support users on Informatics solutions. 

· Ensure the effective co-ordination of the project(s) and be responsible for:

· Assisting in the development of new working practices by facilitating workshops to documenting and refining business process used in clinical settings. 
· Configuring system and solutions to meet user and Trust requirements.  

· Facilitating testing sessions with end users. 
· Design and delivering training to end users in the use of Informatics solutions. 
· Support staff through changes in processes and the use of Informatics solutions, through floor walking and on site sessions.  
· Assist the Informatics Project Lead/ Manager in the production of highlight reports and other key project documentation. 

· Ensure that all project documentation is completed to the standards set out by the Informatics Customer Operations Team.

· Produce and maintain core project documentation, to include: project risk, issue, exception and lessons learnt logs in line with PRINCE methodology.

· Contribute to the successful delivery of highly complex project work-streams to planned timescales, defined standards and quality expectations.

· Liaise with related project teams and external teams to ensure that work is neither overlooked nor duplicated and to resolve issues. 

· Monitor and evaluate the impact of service changes on working practices and patient care through benefits realisation.

Communication & Relationships 

· The post holder will provide support, advice, guidance and training to individuals of varied disciplines from both internal and external organisations. This will involve communicating complex implementation issues to a range of staff. 
· The post holder would be expected to facilitate workshops, deliver training, facilitate testing and give presentations as part of the project implementation.
· Demonstrate communication skills verbally and written in relation to all aspects of project delivery.

· Work as part of a team and include the sharing of skills and co-ordination of issues in order to enhance the effectiveness and efficiency of the Informatics Customer Operations team.

· Work closely with all project stakeholders (clinical, nursing, medical administrative staff, suppliers and partners) to encourage and support service change and ensure buy-in throughout the project stages.

· Support the design, measurement and delivery of project benefits, justification and progress to all key stakeholders.


	Special Circumstances:
	The successful candidate should have a full driver’s licence and/or access to personal transport, as they will be expected to work from a number of locations across the trust area. 


	Part 2A


	Qualifications: 

· Educated to degree level (or relevant experience)

· PRINCE2, project management, (or equivalent experience) and change management are desirable additional qualifications

· Evidence of continuing professional development

Knowledge:


· Knowledge of informatics solutions and disciplines

· Knowledge and involvement in change management within an organisation

· Knowledge of Project Management tools and techniques.

· Computer literate and proficient knowledge of Microsoft Office, and other applications including MS Project, MS PowerPoint, MS Visio and Adobe Acrobat

· Knowledge of integrated governance 

Experience:

· One year’s project management experience. 

· Change management and benefits realisation experience.

· Experience of using a range of informatics solutions and systems. 

· Experience of Informatics configuration, testing and training would be desirable

Skills:

· Strong analytical, organisational and communication skills.

· Change management and project management skills are required to support project activities

· Ability to collate and articulate requirements information from a variety of sources e.g. via interviews, workshops and published material

· Ability to draft operational standards and procedures

· Workshop facilitation skills

· Ability to develop training documentation and train staff in the use of informatics solutions

· Ability to forge long-term working partnerships with individuals and groups from internal and external departments and organisations

· Ability to balance prioritises and progress multiple tasks

· IT skills relating to Microsoft Office applications

· Strong negotiation and persuasive skills
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