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Business Intelligence Project Co-ordinator 
Job Description 

Job purpose 
The purpose of this job will be to contriubute to the implementation of the business intelligence services workplan and strategy with a focus on getting a high level of logistical support, data consistency and visability to the organisation.
This role will hold multiple organisational focused projects that fall within the remit of business intelligence including but not limited to: Patient services, Client services, Trusts and Data.  

Key Tasks 

Operational 

1) To work with the Head of Business Intelligence to ensure that all current and developed systems and processes have in place correct operating organisational documents (policies, procedures, guidelines and any others) and are operating effectively to ensure compliance with the framework of standards set by CQC and ICO.
2) To record data as part of service delivery processing in line with contractual and/or organisational requirements.
3) To work alongside the Head of Business Intelligence to embed new systems and organisational requirements seamlessly into the organisations operating portfolio.
4) To contribute to the creation of detailed analytical reports from our data for use by other members of the Leadership Team to support strategic and decision making. 
5) To produce, support and develop research within the organisation as required.
6) To complete projects delegated by the Head Of Business Intellidgence with a focus on the utilisation of new technology to enable more reactive services to ones that are readily accessible, dynamic, and enabling us to work smarter, more efficiently, and strategically.  

Wider organisational responsibilities

1) To undertake time limited bespoke projects, areas of strategic workplans, to support the quality and range of services or other allied areas.
2) To ensure that all work undertaken meets the organisational requirements for policies and procedures as well as that of the commissioning organisation, and any statutory or regulatory frameworks. 
3) To work alongside or manage allocated volunteers according to Hospice policies and procedures, in an empowering style to ensure that volunteers can fully contribute to assisting staff to achieve Hospice strategy.
4) To embed the values of the organisation into your working practices evidencing this regularly and ensuring this remains a priority.

To work in accordance with the law, regulations, organisational frameworks, recognised professional guidelines and the have a commitment to FREDIE, integration and collective decision making.

The above is indicative of the role and may change from time to time in consultation with the post-holder, in line with the changing needs of the organisation


Terms and Conditions
Line managed by:		Head of Busines Intelligence   

Line Management:	Volunteers 
					
Hours:					Full time – part time hours considered  

Contract:				Permanent 

Location			Hybrid, able to work from all sites and from home as the business and clinical requirements need	

Business Intelligence Project Co-ordinator 

Person Specification

	
Essential Education and Qualifications

	
Good General Education  

	
Essential Experience
 
	
Experience of following systems and processes.
Experience of contributing to the development and delivery of systems design and development.
Experience of delivering new projects from conception to establishment.


	
Essential Knowledge Skill
	
Good basic computer literacy.
Excellent communication and interpersonal skills. 
Understanding of audits. 
An understanding of the importance fundraising within the Hospice.
An understanding of and commitment to multi-disciplinary working. 
Good Organisational Skills.
Collaborative team working skills with commitment to collective responsibility.


	
Essential  Attributes 
	
Flexible approach 
An understanding of and commitment to FREDIE




	What is required? 
	Is it essential or desirable? 
Essential = E
Desirable = D
	How is it assessed? 
Application = A
Interview = I
Task/Assessment = T

	Education/Qualifications

	Good general education
	E
	A

	Experience 

	Experience of effective administration and coordination
	E
	A

	Experience of systems process design and delivery
	E
	A

	Knowledge/Skills 

	Excellent communicator
	E
	I

	Excellent systems review and analytical skills 
	D
	T

	Excellent computer literacy
	E
	T

	An understanding of data protection and information governance 
	D
	A

	Ability to maintain smooth running of operations and provide excellent service 
	E
	A

	Understanding of how organisational structures can be made more effective
	D
	I

	An understanding of and commitment to integrated working
	E
	I

	Excellent organisational Skills
	E
	T

	Collaborative team working skills 
	E
	I

	Good understanding of working with volunteers
	D
	I

	Personal Attributes

	Belief in organisational values
	E
	I

	Meticulous approach to detail
	E
	T

	Highly motivated, solutions focused problem solver
	E
	I

	Forward thinking, innovative and thrives on change
	E
	I

	Flexible approach 
	E
	I

	An understanding of and commitment to FREDIE
	E
	I
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