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	Position
	Quality & Operations Analyst


	

	Responsible to
	Head of Care

	

	Job purpose

	To provide a comprehensive range of professional, effective and efficient services to the Senior Management Team across several key areas including recording, incident recording, tracking compliance with key systems and processes whilst assisting the Quality Lead with reviews of current processes and implementation of new ones.


	Core responsibilities

	· Health & safety data gathering, collation and analysis, presenting monthly reports that feed into the home’s internal health & safety meetings and the quarterly group health & safety meeting.
·  Incident / Accident Reporting
· Behaviours of Concern Reporting

· Falls Reporting

· Medication Reporting

· TV Summary

· Achieve quality assurance operational objectives by contributing information and analysis to strategic plans and key performance indicators. Provide homes with key information on care delivery.
·  Health & Safety Compliance Report
· Nourish reports (Basic care: mealtimes, personal care)

· Activity reporting

· Bath/Shower report

· Develop and review company policy and procedure to ensure these reflect current practice and adhere to Quality and Safety and other legislation. Produce weekly policy summaries and easy reads – communication of policy & procedures will be updated on the Swallowcourt intranet and emailed to the Senior Management Team and services. Policy of the week

· Prepares quality documentation and reports by collecting, analysing and summarising information and trends regarding incidents & accidents, behaviours of concern, medication errors, tissue viability concerns and falls

· Capture and provide monthly & annual data tracking for residents with behaviours of concern, medication errors, Tissue Viability concerns & falls.
· Support services to undertake quality audits that support the quality vision within Swallowcourt.

· Conduct monthly audits for incidents & accident and falls, reviewing care planning and risk assessments

· Effectively support Heads of Care, Home Managers, Clinical Leads by providing insights concerning care delivery, resident care reviews, resident activity summaries, triaging of incidents, staff interaction reviews, investigation data gathering & reporting, that feeds into the Services Quality Review.

· Resident fee reviews

· Resident Care reports as requested by home managers, RH & TH (Relating to DOLS conditions)

· Resident timelines (as required / requested by TH: mostly Station Villa & Trevaylor Manor)

· Staff Nourish Summaries to assist with supervision meetings

· Support Baseline (Station Villa & Breage)

· Provide Nourish training, support and completion of Nourish competencies

· Home Support: visiting each home monthly to support with audits, Nourish queries, tasks & checks (PEEPs review etc) & update Nourish data boards

· Nourish training

· Carry out system / Nourish updates

· Co-ordination of clinical governance information packages.

· Clinical Governance Spreadsheet & Information Pack

· Minute taking on clinical governance & operational meetings

· Minute taking on clinical governance & operational meetings

· Compile capacity tracker information, updating systems and communicate admission vacancies to external agencies (to include Statement of Purpose)

· Capacity tracker (twice weekly)

· Admission vacancies email (weekly)

· Update SIP with Incidents/Accident & BOC/ Health & Safety Compliance data (monthly)

· Update DOLS Matrix (BOC / number of events/staff support and time involved per resident – for rota management purposes) (monthly)

· Carry out system / Nourish updates
· To complete any other duties/projects that are reasonably requested in the scope of the job role, including Operational support in the homes as requested by Head of Care 


	Person specification

Description

Rating 

(Essential/ Desirable)
Excellent Computer skills (MS Office/Excel/Software packages)
E
Excellent communication skills, written oral and presentation
E
Ability to use a variety of software packages including spreadsheets, word processing and PowerPoint

E

Good organisation and follow up skills

Training skills to enable the effective implementation of systems

E

E

Working knowledge of online systems and key provider information such as CQC, NHS and Cornwall Council
D
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