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                               Position Classification Questionnaire
Date:  05-29-2007
State Title:  ​​​​​​​​​​Director of Hospital Computing
      Department:  Information Technology
Functional Title:  Director Patient Information Systems/Hospital Computing      Supervisor/Manager:  Kari Cassel
Status:    X Exempt           ____ Nonexempt

Person Completing Questionnaire: ________________________________________________

This questionnaire collects information about jobs at University of Arkansas for Medical Sciences.  It is divided into the following 8 major sections.  
· Primary Job Purpose

· Job Role

· Key Areas of Responsibility

· Knowledge and Skills

· Decisions and Problems

· Working Relationships

· Quantitative Information 

· Other Information

Primary Job Purpose:

In two or three sentences, describe why this job exists.  What is the primary purpose of the job?

Provide effective leadership and management of information technology personnel responsible for many UAMS patient information systems (patient scheduling, admissions, insurance claims submission and reimbursement, regulatory compliance, patient billing, bed management, and more), systems interfaces/integration, and document and forms management systems.  
Provide project management for multiple, large and complex enterprise-wide system implementations and/or upgrades while maintaining and mentoring a balance of focus on quality, revenue creation, and cost management. 

Provide process improvement methods to advance organizational effectiveness by systematically achieving dramatic improvement in how UAMS utilizes information technology systems.

Job Role
Check one box below that best describes the managerial responsibility for this job.  Do not just rely on the job title.  For example, a shift coordinator supervises vs. coordinate work.

 FORMCHECKBOX 
  Do not supervise others.  (May or may not be required to train, lead, or direct others in the unit.)
 FORMCHECKBOX 
  Assign and Coordinates the work of employees.  (Responsible for assigning work and providing basic    training, to a group of others, or acts as a team leader.

 FORMCHECKBOX 
   Supervises employees.  (Responsible for assigning work, providing basic training, evaluating performance, and carrying out other responsibilities as assigned by the manager.)

 FORMCHECKBOX 
   Manage a function that does not include the supervision of employees.  (Responsible for overseeing a particular function or department.)

 FORMCHECKBOX 
    Manage employees (Responsible for managing others which includes hiring, planning, scheduling work, evaluating performance, carrying out disciplinary actions, and possibly overseeing a unit budget.)

 FORMCHECKBOX 
     Manages a department/division and employees (Includes the responsibility and accountability for the end results of a department/division budget.)
Key areas of Responsibility

Most jobs have many tasks they perform.  These tasks can typically be grouped into key areas of responsibility (KAR).  For example, a supervisor may have to hire, train, and monitor performance of subordinate employees.  These are all tasks.  They can all be grouped into one key area of responsibility related to staffing.
In the space provided, please describe four to eight key areas of responsibility.  For example, Ensure accounts payable department is appropriately staffed to meet work demands by hiring, training and assessing performance of employees.
For each key area of responsibility, indicate the approximate percentage of time spent during a normal week.

KAR: Manage information technology employees and project teams
% of Time:  20
This position utilizes effective employee management skills to ensure successful implementation of patient information systems projects by providing leadership and mentoring to create and sustain high-performing managers and employee teams; recruiting new employees and consultants; appropriately assigning project and day-to-day tasks to employees based on their skill sets;  facilitating the training and development of employees; and evaluating employee performance.  Management responsibility also includes directing and management of vendor teams and consultants.
KAR: Communicate with UAMS leadership
% of Time:  15
This position regularly communicates with UAMS middle, upper, and executive management regarding newly proposed systems projects, the status of ongoing projects, and other information technology initiatives.

KAR: Project management
% of Time:  40
This individual utilizes proven project management skills to implement new systems or modifications to existing systems. This individual formulates/defines system scope and objectives for projects.  The design and implementation plan will include a thorough assessment of UAMS needs and a detailed plan and/or specifications for each phase or component of the project.  The project plan will include information related to plans for hardware and software to meet needs, development/configuration of appropriate applications, testing, obtaining customer acceptance of developed application, and placement of hardware and software into production.  Tasks and other considerations related to plan design include evaluation of current software and design, interviewing end-users, assembling of data, identification of information flow (manual and automated), identifying and defining inbound and outbound data, and identifying alternative methods for design development/configuration.  This individual will identify personnel resources required to complete each project successfully.
KAR: Process and planning
% of Time:  15
This position is responsible for identifying processes where improvements are needed with respect to UAMS’ utilization of existing information technology and for recognizing or identifying areas where new technology will improve processes.  This individual works with the CIO, departmental managers, and staff at all levels through multi-disciplinary teams and is responsible for identifying the most promising areas for improvement, advising senior management in prioritizing, and accomplishing expected project results on time and within budgets.
KAR:  Other 
% of Time:  10
Perform special projects and other duties as assigned.
Knowledge and Skills
Please identify what a person needs to know and be skilled at in order to perform this job at a satisfactory level.  Please remember to include knowledge and skills required of the job, not people in the job.  For each knowledge and skill, indicate why the person needs it.  For example, a manager would need to have a working knowledge of UAMS’ personnel policies and procedures in order to hire employees, evaluate performance and administer the salary administration program.

Education requirements:  Graduate degree or baccalaureate degree plus equivalent experience, in business administration or science (computer science, mathematics, engineering, statistics, clinical/hospital discipline or administration, etc.)
Work experience:  Nine years combined experience in large application systems deployment, operations, and management including or in addition to a minimum of five years leadership experience, two years fiscal responsibility, and four years experience in a healthcare environment.  Must possess strong skills in writing, speaking and dealing with all levels of people.  Must be able to demonstrate experience in preparation and control of budgets, personnel administration, contractor management, and direction of others.  Experience with consensus building and collaborative goal setting by motivating involved parties to share in the ownership of project goals.
Job knowledge:  Systems analysis, design, and development, programming concepts, project management, time management, process re-engineering, consensus building, and cost/benefit analysis.  Knowledge of patient registration, business office, and medical records departmental functionality and systems is desirable. 
Software knowledge:  Microsoft Office (Word, Excel, Access, and PowerPoint) and Microsoft Project or similar software products is required.  COBOL/CICS/PCS-ADS knowledge is desirable.
Are there any special physical requirements associated with this job?  For example: ability to withstand extreme heat or cold, lifting moderately heavy items, or prolonged standing.

Essential physical requirements are bending, standing, walking, eyesight, hearing, driving, speaking and repetitious movement.  Lifting requirements:  to waist - 50 lbs; to chest - 50 lbs; above head - 20 lbs.  Position requires the use of a personal computer connected to the UAMS enterprise network. 

Decisions & Problems
Describe below the typical job related problems faced by someone in this role and the decisions

The individual has to make.  Please select normal routine issues, not one time examples of problems.

Describe what the person does to resolve the problem and decide on a course of action.  For example, a supervisor may have an employee performance problem.  He/She may coach the employee and work with Human Resources to develop a corrective course of action.  If this does not resolve the problem, the supervisor then makes a recommendation to the department manager, who decides whether to reassign the employee.
Please describe two or three typical problems and decisions faced by this position.

This position is often faced with a backlog of implementation projects, several of which are high priorities.  As such, this position regularly works under tight deadlines and is often subjected to extreme workloads.  This position must use time management and appropriate reasoning skills to efficiently complete projects.  When necessary or appropriate, they should escalate priority decisions to the CIO.

Tasks routinely involve key business systems and mission-critical applications.  Position must perform duties so as to limit any negative impact on these systems.

As a supervisor, the IT Patient Systems Director will undoubtedly encounter staff-related issues requiring intervention or disciplinary action.  The director should be familiar with UAMS human resources policies, procedures, and practices, and should utilize available resources such as the IT Business Management Department for advice or direction as necessary.

Working Relationships
Please describe the people or jobs with which this position has regular contact.  Exclude other employees in immediate department and the job’s immediate manager.  Include people in other departments as well as people outside of UAMS.  Also describe the nature of the interactions.  For example, a position may exchange routine information with human resources, provide detailed information on technology need to system support staff and negotiate contracts with outside vendors.

Please list these working relationships in the space provided.

The individual in this position regularly interacts with other UAMS departments/divisions (clinical, administrative, business, etc.), UAMS management (all levels through executive management), software vendors, and other technical personnel in the UAMS Information Technology Department.
Quantitative Information
Please list below any numerical information about the job that helps describe the scope of responsibility.  For example, numbers of people managed, operating budget, number of customers/departments supported, and number of patients supported.
This position provides oversight for 18-20 employees and managers and is responsible for an operational budget of more than $2.3 million plus project budgets.
Other Information
Please add any additional information about this job that you believe is critical to understanding the position.

Work typically requires in excess of eight hours per day.  Workload and deadlines pressure will regularly subject incumbent to moderate to high job-related stress.

CS_PCQ_50028011.doc

