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SCARBOROUGH MEDICAL GROUP 
 

JOB DESCRIPTION:  
JOB TITLE:  DATA QUALITY MANAGER  
RESPONSIBLE TO: Practice Manager/Partners 
HOURS: 37 hours per week (worked over 5 days. Some duty manager cover for 

extended access rotas will be required on occasional evening/weekends). 

 
 
SUMMARY OF ROLE: 
To provide accurate and timely information to drive the business of the Practice and the Primary 
Care Network forward, by enhancing data quality and performance standards; and promoting 
continual improvement of the Practice and Network’s clinical and business processes. The post-
holder will need to be familiar and keep up-to-date with all functions of the clinical system and their 
applications plus national and local quality standards for primary care. Efficiency, organization and 
the ability to work across Practices and Networks are essential skills required for this position. 
 
The post-holder will work closely, and under the direction of the Practice Management and Network 
Management Teams to improve standards across a wide range of data quality activity. 
 
The post-holder will support the Practice in carrying out day to day activities and may on occasion be 
required to provide an element of resource cover in the event of sickness/holiday absence.  
 
The post holder will provide guidance/coaching support to other data quality Practice/Network 
employees as required. The post holder will also support employees with access to training in IT and 
the clinical system.  

MAIN DUTIES AND RESPONSIBILITIES: 

 
Data Quality and Performance 
The post-holder will, along with the Practice Management Team and Primary Care Network teams be 
responsible for the data quality and performance standards within the Practice and across the 
network.  The role will involve managing data quality issues, providing advice and guidance to 
Practice/Network employees in the use of the clinical system, including: 
 

 To monitor and report on Key Performance Indicators and meet related deadlines. 

 To work within the various clinical computer systems to improve data quality independently 
identifying areas for improvement. 

 To oversee the claims process for enhanced national or local services, and monitor CQRS and 
other portals, being mindful of funding implications to the Practice. 

 To provide monitoring of the data, audit trails and regular reporting to the Practice 
Manager. 

 To work with the clinicians to validate clinical data, performing regular checks and quality 
audits. 

 To assist in the production of information for clinical audit. 

 To undertake specific assigned tasks, Project Management, or development / change work 
which may arise from time to time. 

    Provide support in ensuring the coordination of the SMG significant event meetings is met 
by preparing and investigating events that are received in between meetings.  

    Liaising with appropriate employees/teams following event reviews to ensure lessons 
learned are delivered and undertaking any necessary actions agreed, liaising with other 
employee team leaders as necessary. 
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    Provide support to the Palliative Care and Vulnerable Patient/Safeguarding Multi-
Disciplinary Teams. 
 

 
Quality Outcomes Framework 

 Ongoing development of data entry templates to ensure data collection is in line with annual 
QOF changes in liaison with the Management/Network Teams. 

 Continual oversight and monitoring of achievement throughout the year providing regular 
updates to appropriate employees on hot topics by electronic communication or 
presentation at Practice meetings. 

 Setting up searches to enable identification of potential loss of achievement and liaising 
directly with relevant groups of employees 

 Oversight and co-ordination of the Practice call and recall system and exceptions process. 

 Quality control of the Practice disease registers. 

 Dissemination of changes to requirements to employees in a timely manner. 

 Provide status update reports to Managers and relevant employees on current achievement 
of QOF targets liaising specifically with groups of employees where necessary.  

 
Care Quality Commission 
SMG is monitored by the CQC and as part of the maintenance of registration is duty bound to 
“notify” of certain events and changes within its makeup. 

 Post holder to assist in mapping all policies and procedures using the CQC mapping tool on 
the employee intranet performing gap analysis on outcomes evidence and advise the 
Management Team of improvement required. 

 Work with and support the Management Team to ensure best practice liaising with groups 
of employees as required. 

 Providing employees with updates on CQC compliance and running “hot topics” to raise 
employee awareness. 

 Facilitate, organise and contribute to employees training required to comply with CQC 
outcomes in Practice 

 Post holder to be aware of need to notify the CQC of changes or incidents and of the 
templates, time limits required to do so. 

 Post holder will need to be aware of the implication of changes to services within the 
Practice and the impact this may have on the CQC registration and should have a good 
understanding of the standards the Practice is expected to achieve.  

 Will liaise with the Management Team to collate relevant information required for 
notification and process this as required ensuring there is a complete audit trail. 

 All information pertaining to SMG compliance and registration with the CQC can be found on 
the SMG intranet. 

 Management and reporting of the FFT (Friends and Family Test) process and reporting 
ensuring the Practice collation of such is compliant with requirements.  

 
ICT Systems  

The post-holder will act as Practice administrator for the clinical system and as Practice Co-
coordinator for IT hardware and software issues, working closely with the contractor and Shared 
Services, including but not limited to: 

 To oversee the security and validation processes for the clinical system. To ensure 
employees complete housekeeping and back-up processes as outlined in the Practice policy. 

 To maintain an IT equipment asset register ensuring that CCG and Practice owned 
equipment is readily identifiable. 

    Lead the Practice in its information governance compliance updating the Data Security 
Protection Toolkit within deemed timescales. 

 To liaise with CCG (currently Scarborough Ryedale CCG) IT support department to report and 
resolve software and hardware issues through the helpdesk. 
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 To assist in the maintenance of the Practice NHS choices site. 

 To assist in the maintenance of the Practice public website and the employees intranet and 
Facebook page. 

 Management and administration of smartcard function and access rights, providing support 
to Practice and attached employees where necessary and managing the UIM (User Identity 
Manager) profiles proactively and in response to changes in employees roles 

 Enablement of employees access to IT systems used by the Practice  

 To co-ordinate employee uptake of appropriate training in regard to information security 
and that the training log is updated. 

 Report any software issues as required to TPP (clinical system supplier) 

    Devise and maintain a register of all IT equipment at all SMG branches, both Practice and 
CCG owned, organise and facilitate maintenance, repair and replacement in liaison with NHS 
IT helpdesk department as necessary.  

    Provide data quality support to the Practice with specific focus on the coding and 
summarising of patient information and data input. 

 
Human Resources 

 Overseeing a small data quality team 

 Arranging training for employees where necessary in partnership with the Management 
Team. 

 Provide basic IT training on the clinical system to new employees as required. 

 Provide an administrative support to the PM and the APM as required. 

 Arrange, prepare, facilitate and minute meetings as required. 
 
Finance  

 Monitoring the NHS & NYCC income from Enhanced services in line with specification and 
liaising with CQRS or NYCC where necessary. 

 To work with the Management Team on the ordering of stock, supplies and vaccines in line 
with Practice requirements and ensuring the cost effectiveness of suppliers used.  

 Working with the Management Team in ensuring Practice spend is kept lean and minimal by 
advising of any cost saving initiatives and undertaking biennial cost comparisons between 
suppliers. 

 
Other 

 This job description is neither exhaustive nor exclusive and will be reviewed periodically in 
conjunction with the post holder.  The post holder is required to carry out any duties that 
may reasonably be requested by the Practice Manager or Assistant Practice Manager. 

 
Physical Skills: 

 Advanced keyboard skills to ensure speed and accuracy 
 
Policy and Service Development Implementation: 

 Comply with Practice policies and procedures as defined within the employee handbook and 
SMG Intranet. 

 
Freedom to Act: 

 Follow standard operating procedures and guidelines 

 This job description contains the principal duties of the post and a range of other duties is 
implicit in these. The duties may be amended from time to time to reflect any changes in the 
needs of the service in discussion with the post holder. 

 
Confidentiality: 
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 In the course of seeking treatment, patients entrust us with, or allow us to gather, sensitive 
information in relation to their health and other matters.  They do so in confidence and have 
the right to expect that employees will respect their privacy and act appropriately 

 In the performance of the duties outlined in this Job Description, the post-holder may have 
access to confidential information relating to patients and their carer’s, Practice employees 
and other healthcare workers.  They may also have access to information relating to the 
Practice as a business organisation.  All such information from any source is to be regarded 
as strictly confidential 

 Information relating to patients, carers, colleagues, other healthcare workers or the business 
of the Practice may only be divulged to authorised persons in accordance with the Practice 
policies and procedures relating to confidentiality and the protection of personal and 
sensitive data. 

 
Health & Safety: 
The post-holder will assist in promoting and maintaining their own and others’ health, safety and 
security as defined in the Practice Health & Safety Policy, to include: 

 Using personal security systems within the workplace according to Practice guidelines 

 Identifying the risks involved in work activities and undertaking such activities in a way that 
manages those risks 

 Making effective use of training to update knowledge and skills 

 Using appropriate infection control procedures, maintaining work areas in a tidy and safe 
way and free from hazards 

 Reporting potential risks identified. 
 
Equality and Diversity: 
The post-holder will support the equality, diversity and rights of patients, carers and colleagues, to 
include: 

 Acting in a way that recognizes the importance of people’s rights, interpreting them in a way 
that is consistent with Practice procedures and policies, and current legislation 

 Respecting the privacy, dignity, needs and beliefs of patients, carers and colleagues 

 Behaving in a manner which is welcoming to and of the individual, is non-judgmental and 
respects their circumstances, feelings priorities and rights. 

 
 
Personal/Professional Development: 
The post-holder will participate in any training programme implemented by the Practice as part of 
this employment, such training to include: 

 Participation in an annual appraisal, including taking responsibility for maintaining a record 
of own personal and/or professional development 

 Taking responsibility for own development, learning and performance and demonstrating 
skills and activities to others who are undertaking similar work. 

 
Quality: 
The post-holder will strive to maintain quality within the Practice, and will: 

 Alert other Team members to issues of quality and risk within the role 

 Assess own performance and take accountability for own actions, either directly or under 
supervision 

 Contribute to the effectiveness of the Team by reflecting on own and Team activities and 
making suggestions on ways to improve and enhance the Team’s performance 

 Work effectively with individuals in other agencies to meet patients needs 

 Effectively manage own time, workload and resources. 
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Communication: 
The post-holder should recognize the importance of effective communication within the Team and 
will strive to: 

 Communicate effectively with other Team members 

 Communicate effectively with patients and carers 

 Recognize people’s needs for alternative methods of communication and respond 
accordingly. 

 
Contribution to the Implementation of Services: 
The post-holder will: 

 Apply Practice policies, standards and guidance 

 Discuss with other members of the Team how the policies, standards and guidelines will 
affect own work 

 Participate in audit where appropriate. 
 
Infection Control: 

 To ensure awareness of the Practice Guidelines, Policies and Action Plans with regard to 
Infection and Control.  Employees are required to protect themselves and patients from 
Health Care Acquired Infections by continuing to improve clinical behaviour and improve 
patient outcomes. 

 
Safeguarding Children: 

 To ensure awareness and be alert to, the signs and symptoms of abuse in children through 
regular participation in mandatory and refresher child protection training. 

 To be familiar with all relevant Safeguarding Children & Young People, policies and 
procedures, taking the appropriate action when there is knowledge or suspicion of a child 
who has been subject to abuse. 
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SMG JOB RISK PROFILE 
Job title: Data Quality Manager  
Department: Administration  
 
   Details of risk level 

The job profile is predominantly  
clerical / admin  
(please circle) 

Yes No High Medium Low 

The job involves 
a) Invasive surgical procedures 
b) Lifting weights above 25kg 
c) Driving alone / passengers / goods 
d) Working at height 
e) Working with VDU’s as a significant part of work 
f) Permanent night work 

(please tick / circle) 

 
 
 
 
 
Yes 

 
No 
No 
No 
No 
 
No 

   
 
 
 
 
√ 
 

There is potential exposure to 
a) Violence / verbal abuse 
b) Vibration 
c) Noise above 85dB/A 
d) Cytotoxic agents 
e) Respiratory sensitisors (fumes / excessive dust etc) 

(Casenotes) 
f) Blood / body fluids 
g) Radiation  

 
Yes 
No 
No 
No 
Yes 
No 
No 
No 

    
√ 
 
 
 
√ 
 
 
 

The job involves contact with 
a) Clinical / hands on patient / client care 
b) Moving & handling of  loads  
c) Food preparation and handling 
d) Immuno-compromised patients 

 
No 
No 
No 
No 

   
 
 
 
 

 

 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



May 2019 

PERSON SPECIFICATION – DATA QUALITY MANAGER 
 

 
Essential  (E) 
Desirable (D) 

or N/A 

How 
Measured? 

I – Interview 
A – Application 

form 

Achieved by  the 
candidate?(tick √) 

APPEARANCE 

Dress – smart and appropriate E I  

Speech – clear and articulate E I  

Manner – pleasant and professional E I  

EDUCATION 

Good General Secondary Education E A  

Demonstration of continued professional development D A  

College Education  D A  

University Education  D A  

FORMAL QUALIFICATIONS REQUIRED 

Educated to GCSE level standard E A  

Educated to ‘A’ level standard D A  

EXPERIENCE AND TRAINING 

Minimum previous job specific training : experience in a similar role would be beneficial 
but training will be provided 

D A  

Experience of working directly and indirectly with members of the public in a busy office 
environment 

E A & I  

Minimum of 12 months period working directly with members of the public in a busy NHS 
environment 

D A & I  

Experience of setting up general office administrative systems / working in an 
administrative office environment 

E A & I  

Experience of working as part of a Team E A & I  

SKILLS 

Clinical software skills: experience of using SystmOne clinical system would be considered 
essential for the role.  

D A  



May 2019 

 
Essential  (E) 
Desirable (D) 

or N/A 

How 
Measured? 

I – Interview 
A – Application 

form 

Achieved by  the 
candidate?(tick √) 

Excellent IT skills E A  

Good Keyboard skills E A  

Excellent Literacy skills (spelling, comprehension etc) E A  

Organisational / problem solving skills D A & I  

Report / Letter writing skills D A & I  

Statistical / data analysis skills D A & I  

Proficient use in Microsoft Office E A  

COMMUNICATION    

Efficient verbal communication skills  E I  

COMPLEXITY AND CREATIVITY    

Ability to solve problems within area of work/knowledge E A  

Able to work with a wide variety of tasks E A & I  

Ability to apply policies and protocols to own working Practices E A  

FLEXIBILITY    

Flexible with regard to working hours, eg anti-social hours, holiday cover E I  

Able to undertake training outside of normal working hours if 
Necessary 

D A  

Interested in/aptitude for learning new skills/taking on new  
challenges? 

D A  

JUDGEMENT AND DECISION MAKING 

Ability to work without supervision E A  

Ability to make decisions within defined procedures/legislation E I  

PEOPLE SKILLS    

Strong appreciation of customer service skills E A  

Mature outlook D I  

SOCIAL SKILLS    
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Essential  (E) 
Desirable (D) 

or N/A 

How 
Measured? 

I – Interview 
A – Application 

form 

Achieved by  the 
candidate?(tick √) 

Team player E A & I  

Highly motivated E A & I  

 
 


