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POSITION: 	Data Processing Specialist (Ful-time/Exempt)

	PURPOSE: 	The Data Processing Specialist processes monthly batch files submitted by facilities to the behavioral healthcare performance measurement system. The Data Processing Specialist conducts electronic quality edits, on-site quality reviews, provides customer support services to hospitals in relation to data and reporting. The Data Processing Specialist conducts analysis to confirm data integrity, provides support to team members on reports and research studies, and/or modifies programming systems (e.g. project tools) including encoding, testing, debugging and installing to support adoption by client organizations.

ESSENTIAL RESPONSIBILITIES:
Essential and other important responsibilities and duties may include, but are not limited to, the following: 

· Processes monthly batch files and conducts analysis to confirm data integrity. 
· Provides technical assistance to facilities regarding data formats, consistency, and interpretation of reports. 
· Assists facilities with application of standardized definitions related to data.
· Provides customer support services to psychiatric facilities regarding performance measures data and reporting requirements.  
· Tracks data processing, technical assistance activities, and data quality checks in log files according to procedures and policies.
· Assists facilities with the implementation of new performance measures by providing data specification and clinical rationale. 
· Provides compliance assistance by reviewing facilities’ data sources and reports. 
· Engages facilities in actively evaluating data sources and processes to ensure comprehensive understanding of definitions and intent of measures.
· Examines facilities’ reports for reliability and validity of data. Conducts longitudinal analysis to confirm consistency of information. Clarifies changes with facilities. 
· Works with team members to create new data reports.  
· Assists in the development or modification of programming systems (e.g. project tools).  
· Contributes content to monthly e-newsletter and educational webinars to help member facilities stay informed of system updates, environmental considerations such as The Joint Commission and Centers for Medicare and Medicaid Services (CMS), FAQs, and other pertinent information.
· Conducts data integrity reviews for select facilities. Conducts medical record reviews, compiles final report including specific steps for improvement.
· [bookmark: _Hlk81767439]Participates in the performance measurement data submission process to regulatory and
accrediting entities.
· With the project team, conducts reviews of manuals and procedures. Responsible for sections related to standard monthly processing, data quality checks, providing individualized technical assistance, and/or project tools and translating program objectives into operating procedures. 
· Develops forms and reports based upon existing relational databases to support administrative functions. Creates supporting documentation for same according to established project protocols.
· Provides support to end-users on issues related to project tools. Identifies, researches, and resolves technical problems. Responds to telephone calls, email and personnel requests for technical support. Documents, tracks and monitors the problem to ensure a timely resolution.

QUALIFICATIONS:

· Bachelor’s degree with at least 2 years of relevant data processing or analysis experience preferred.
· Associate’s degree with at least 4 years of relevant data processing or analysis experience will also be considered. 
· Ability to prioritize and handle multiple tasks and/or multiple projects simultaneously essential.  
· Bring a preferred interest in working with healthcare data to improve patient experience.
· Strong attention to details. 
· Strengths in troubleshooting and critical analysis with customers to ensure both data integrity and positive professional collaboration.
· Experience and skill utilizing complex computer software packages (word-processing, spreadsheet, etc.) required. 
· Ability to communicate effectively both verbally and in writing. Demonstrated ability to provide supportive customer service.  Experience working in project teams required.


SUPERVISION:
· [bookmark: _Hlk81765786]The Data Processing Specialist reports to the NRI-PQI Program Manager.

TRAVEL:
· Some travel is expected in attending and/or presenting at trainings, workshops, and conference.
· Travel is expected in conducting Data Integrity Reviews and On-Site Technical Assistance with participating psychiatric hospitals, 
· Approximately 15% of total work time may be spent.



To apply, please fill out the attached NRI Application, including salary expectations and submit along with your cover letter and resume to: careers@nri-inc.org

NRI is an Equal Opportunity Employer that is committed to diversity and inclusion in the workplace.
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