	[image: image1.jpg]National
Cancer
Reqistry
Ireland





	Cancer Data Registrar Supervisor
Job Description and Person Specification 
	

	


About the National Cancer Registry Ireland (NCRI)
The NCRI was established by the Minister for Health in 1991. It operates in association with University College Cork and is funded by the Department of Health. 

The functions of the NCRI are:

· to identify, collect, classify, record, store, and analyse information relating to the incidence and prevalence of cancer and related tumours in Ireland.

· to promote and facilitate the use of the data collected, through approved research, and in the planning and management of services.

· to publish an Annual Report based on the activities of the NCRI.

· to furnish advice, information and assistance in relation to any aspect of such service to the Minister.

Terms and Conditions

Job Title:          
Cancer Data Registrar Supervisor
Reporting To:  
Cancer Registration Manager (CRM)
Hours:
37 hours per week 
Salary:             
Salary will be in accordance with clerical grade VI:(€46,771 -€57,158 p.a including LSIs). (Placement on the scale will depend on relevant experience).  
Contract:       
This is a full time permanent post. 

Probation:       
A probationary period of six months will apply.

Notice:            
A minimum notice period of 1 month will apply.
Annual Leave:        30 days per annum.
Confidentiality: 
Staff are bound by the provisions of the Data Protection Acts and must preserve strict confidentiality concerning all identifiable information of which they become aware of during the course of their work. 
Location:  
Post is a regionally placed position. 
Purpose

Supervise the work of the Cancer Data Registrars as outlined by the Cancer Registration Manager, with the aim of providing timely, consistent and accurate data which can be used towards the investigation of the trends, causes, treatment and outcomes of cancer. To actively promote and support NCRI best coding practices regionally.
Job description

a) Maintain up to 50% registration job function
The remainder of the work in this post includes:

b) Supervise and direct the work performance of CDRS in line with CRM requirements. 
c) Ensure that all tumour sources of notification (SON) are processed quarterly by the CDR (as available). 

d) Review, report and discuss CDR registration workloads (min monthly) with the CRM and implement agreed action.
e) Present, review and discuss caseload updates at the biannual CDR meetings.
f) To advise and support the CRM on maintaining data timeliness and accuracy.
g) Present at meetings on topics as directed by CRM.
h) Work in collaboration with other CDR Supervisors and the CRM where data involvement is required.
i) Feedback observations to the Data group regarding optimal use of electronic data [e.g. Histopathology, HIPE, Radiotherapy]. 
j) Advise the CRM on any regional changes [e.g. hospital oncology services expansion or reduction or staff absenteeism etc.] which may impact on data collection.

k) Develop collaborative working relationships with external stakeholders, [e.g. Hospitals] to ensure facilities for CDR’s are maintained. Identify and resolve issues as required.
l) Provide training support to existing CDRs though answering individual / group coding queries as they arise.
m) Provide ongoing training support to new CDRs during the NCRI induction training programme through mentoring the CDR on all aspects of the CDR role.
n) Assist and support the CRM in carrying out the NCRI annual performance reviews 
o) Carry out, support and provide feedback on regional audits.  
p) Supervise quality assurance on all cancer coded data in line with international standards. Report any anomalies found to the CRM and deliver corrective actions
q) Update CDRs on coding related Standard Operating Procedures (SOPs) and ensure compliance
r) Any other reasonable duties that may be assigned by the CRM or NCRI Director from time to time.

Person Specification

Essential qualifications and experience
· The person appointed will have a relevant 3rd level Health Science related qualification NFQ level 8 or equivalent. including an anatomy and physiology module
· Experience in the coding and classification of cancer with three years cancer coding registration experience; and /or have extensive managerial experience 
· Excellent medical terminology and experience in dealing with medical records and medical personnel;
· Ability to maintain confidentiality and understand data protection
· An ability to develop and foster relationships with both internal and external stakeholders
· Excellent IT skills and excellent working knowledge of the Microsoft Office suite
Desirable experience
· Experience in assisting in training or mentoring of personnel from induction to follow up.
· Experience in carrying out cancer related audits and data quality assurance.
· Experiencing in identifying and developing talent

Personal qualities

The post holder must be able to demonstrate the following personal qualities:

· effective leadership

· excellent attention to detail

· a high level of initiative
· excellent interpersonal and communication skills;

· flexibility

· the ability to organise and prioritise his/her own workload, and meet deadlines;
Application Procedure

Interested candidates are invited to apply with covering letter and C.V to NCR Recruitment Team email address: recruitmentteam@ncri.ie
Closing date for receipt of completed applications is: 25th June 2019 12 midday
The National Cancer Registry Ireland is an equal opportunities employer
Canvassing disqualifies 
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