
COMMUNITY HEALTH PARTNERS, INC. 
 

Community Health Partners (CHP) believes that each employee makes a significant contribution to our 

success. That contribution should not be limited by the assigned responsibilities. Therefore, this position 

description is designed to outline primary duties, qualifications and job scope, but not limit the employee 

nor CHP to just the work identified. It is our expectation that each employee will offer their services 

wherever and whenever necessary to ensure the success of our endeavors. 

 
Job Title:  Data and Quality Improvement Specialist 

Position Status:  Non exempt 

Effective Date: 10/2021 

Reviewed By:   Clinical Information Systems Project Manager 

 

JOB SUMMARY: Under the general supervision of the Clinical Information Systems 

Project Manager (CISPM) the Data Analyst and Quality Improvement Specialist provides 

data coordination, validation, analysis, and interpretation in line with the Strategic Plan 

and associated measures and supports CHP’s Continuous Quality Improvement (E2) 

program. The position works to bridge data and reporting needs with workflow redesign 

efforts to add value to the quality improvement process. 

 
ESSENTIAL JOB FUNCTIONS: 

 
1. Facilitates and maintains data collection systems for the organization in collaboration 

with the CISPM, CEO, CCOO and Leadership Team. 

2. Serves as a liaison to CHP’s IT partners, coordinating data extraction directly 

and indirectly from CHP’s various IT systems. 

3. Leads data collection, validation, and production for reporting needs related to 

Patient Centered Medical Home, Uniform Data Systems, and/or organizational and 

departmental Balanced Scorecards, ensuring all timelines are met. 

4. Reviews reports, records, surveys and other documentation to gather information 

for input into various data systems. 

5. Creates, validates, and regularly generates reports and additional data output 

as requested by the CEO, CCOO and organizational teams. 

6. Disseminates information to teams, executive managers, the board, and the 

community as requested. 

7. Supports and participates in CHP Continuous Quality Improvement (E2), risk 

management, and Patient Centered Medical Home recognition programs through 

timely, accurate data, analysis and application of LEAN principles. 

8. Spreads enthusiasm, education and understanding of CHP’s measurement culture 

and quality focus to all departments and staff. and provides data coordination in 

support of this effort.  

9. Completes Lean white belt certification. 

10. Becomes an Epic superuser 

11. Supports electronic health record training as appropriate. 

12. Furthers the mission of CHP through active support of the strategic goals 

13. Ability to report to work as scheduled and work a flexible schedule when needed   

which may include travel to other sites. 

14. Understands and adheres to HIPAA guidelines.  

 

 

 



Skills and Attitudes 
 
1.   Adept at data bases, Excel, and Access. 

2.   Ability to present data in a coherent fashion. 

3.   Excellent organizational skills. 

4.   Experience working with limited resource population. 

5.   Ability to work with grace under pressure. 

6.   Ability to work in a team and to share responsibilities and duties. 

7.   Ability to resolve interpersonal conflict in a straightforward and timely manner. 

8.   Ability to set priorities, be organized, and be a self-starter. 

9.   Ability to be friendly, empathic and an adept communicator. 
10. Ability to treat both staff and patients with respect. 

11. Ability to navigate technology efficiently. 

12. Ability to gracefully accept and respond to feedback. 
 

Essential Physical Requirements 
 

 Occasionally 
 

(1%-33% of day) 

Frequently 
 

(34%-66% of day) 

Continuously 
 

(67%-100% of day) 

Sitting   X 

Standing X   

Walking X   

Speaking/Hearing   X 

Seeing   X 

Hand/Wrist Work 
 

(ie. Keyboarding) 

  X 

Pushing/Pulling X   

Fine Manipulation  X  

Grasping X   

Reaching X   

Bend X   

Kneel X   

Squat X   

Lift 1-10 lbs  X  

Lift 11-20 lbs X   

Lift 21-50 lbs X   

*Ordinary ambulatory skills needed to visit all CHP sites. 
 

The physical demands described here are representative of those that must be met by 
an employee to successfully perform the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the 



essential functions 
 
JOB QUALIFICATIONS: 

Education: 

Background in quality improvement preferred. 

Experience writing Crystal and/or SQL based reports preferred. 

Experience with Epic and/or other electronic medical records software 

preferred. 

  Experience working with limited resource population 

Demonstrated ability to work and complete projects independently. 

Demonstrated proficiency in Word, Power Point, Excel and Access. 
 
 

I have read the above job description and have had all my questions answered. 
 
 
 
 
Name:    Date:    

 


