
 
Pos it ion  De scr ip t ion  

Posit ion  t it le  Da ta  Qua lity Office r 

De pa r t m e n t  /  Divis io n   Victorian  Paed iatric Integrated  Cancer Service  (PICS) /  Medicine  

Cla ss ifica t ion  Grade 3 Year 1 – Grade  3 Year 5 

(AO31-AO35)  

Posit ion  r e p or t s  t o  Opera tiona l: Deputy Manager, Paed ia tric In tegra ted Cancer Service 

No. o f d ir e ct  & in d ir e ct  
r e p or t s   

N/A 

Loca t ion   The  Roya l Child ren’s Hosp ita l, Flem ington  Road , Pa rkville  

Risk  ca t e gory Ca tegory C - works in  a  non-clin ica l se tting, non-patien t facing se tting and  on ly 
a ttends clin ica l a reas in frequently 

 

Th e  Roya l Ch ild re n ’s  Hosp it a l 

The  Roya l Child ren’s Hosp ita l’s (RCH) vision  is a  world where a ll kids thrive. 

RCH is loca ted  with in the  Melbourne  Biom edica l Precinct, with  m ore  than  45 world-class b iom edica l organ isations and  
m ore  than 50,000 of the  brigh test m inds working toge ther to m ake  the  Precinct num ber one  in  the  Asia  Pacific region  
for hea lth , educa tion , re search , and tra in ing. With in th is, RCH is a lso a  cornerstone  m em ber of the  Melbourne  
Child ren’s Cam pus, pa rtne ring with  Murdoch  Child ren’s Resea rch  Institu te , The  University of Melbourne Departm ent 
of Paed ia trics and  The  Roya l Child ren’s Hosp ita l Founda tion . Each  organ isa tion  contribu tes to  a  paed iatric academ ic 
hea lth  centre  which  is greater than  the  sum  of its  parts.    

RCH has cared  for the  ch ild ren  and  young people  of Victoria  for m ore  than  150 years since it was founded  in  1870. A 
fu ll range  of paed iatric and adolescen t health  se rvices are  p rovided p lus te rtia ry and  qua terna ry care  for the  m ost 
critica lly ill and  m edica lly com plex pa tien ts in  Victoria . Tasm ania , sou the rn  NSW and  othe r sta tes a round  Austra lia  and 
overseas. The RCH is the  on ly provider of hea rt transp lant services and  CAR T-ce ll the rapy for paed iatrics in  Austra lia . 
RCH is an  e ffective  advocate  for patien ts and the ir fam ilie s with a  pa rticu la r focus on  vu lnerab le  ch ild ren and  
increasingly, m enta l hea lth  in  young people . The  hosp ita l a lso supports m any hea lth  p rom otion  and  preven tion  
program s. The Hosp ita l has m ore  than  6,000 sta ff, a  budge t of $850M, 12 wards and 350 beds. Annua lly, the  RCH has 
300,000+ Specia list Clin ic appoin tm ents, 90,000+ Em ergency Departm ent presen ta tions and  20,000 e lective  surgeries. 

We work collabora tive ly with  hosp ita ls to  de live r the  righ t ca re , in  the  right p lace , a t the  righ t tim e . The  RCH is 
com m itted  to  the  Child  Safe  Standards https:/ /www.rch .org.au /qua lity/ch ild -sa fe ty/ .   

RCH en joys h igh  em ployee  e ngagem ent and  is com m itted  to  sta ff sa fe ty and  a  positive  cu ltu re  th rough  enactm ent of 
our Com pact. 

Furthe r in form ation  on  RCH is ava ilab le  a t www.rch .org.au  
 

ROLE CONTEXT 

 The  Victorian Paed iatric Integra ted Cancer Service  (PICS), hosted  by The Roya l Child ren’s Hosp ita l, is  Victoria ’s 
sta tewide  ne twork for im proving ch ildhood  cancer se rvices. Opera ting with in the  Victorian  In tegra ted Cancer 
Services (VICS), PICS has spen t 20 years driving collaboration , in tegra tion and  system  re form  across m etropolitan and  
regiona l p roviders. It leads a  fam ily‑cen tred , evidence ‑based  approach to paed iatric cancer ca re , working across 

https://www.rch.org.au/quality/child-safety/
http://www.rch.org.au/


 
organisa tiona l boundaries to ensure  consistent, h igh ‑qua lity practice . With  a  strong focus on  coord inated  ca re , 
supportive  care  pathways and  m eaningfu l consum er engagem ent, PICS is shap ing a  m ore  responsive , equ itab le  and  
fu ture ‑ready paed iatric cancer care  system  for ch ild ren  and  fam ilie s. 

 

ROLE PURPOSE 

This role  works as part of the  Victorian Childhood  Cancer Outcom es Registry (VCCOR) team  on  in itia tives that 
im prove  the  com pleteness and  accuracy of data . Th is role  focuses on  identifying and reporting data  gaps, auditing 
m edica l records where  autom ation  is not possib le , and re trospective ly en te ring data  in  line  with registry de fin itions, 
p rotocols, and governance requ irem ents. 

 

KEY ACCOUNTABILITIES 

St a k e h old e r  Ma n a ge m e n t  
• Work collabora tive ly with clinicians, adm in istra tive  sta ff and  the  m ultid iscip linary team  to collect com ple te  

and  accurate  da ta  for the  Registry. 
• Support positive  working re la tionsh ips with  site  sta ff by responding to  routine  data  queries and clarifying 

docum enta tion requ irem ents in  a  tim e ly and  professiona l m anner. 
Ad m in is t r a t ion  & Au d it  

• Audit e lectron ic and paper-based  m edica l records a t participa ting site s to  ve rify data  accuracy and  
com ple teness where  autom ated  cap ture  is not ava ilab le . 

• Extract, in te rpret and  ente r clin ica l, dem ographic and ou tcom e da ta  in  line  with approved  da ta  d ictionaries 
and  SOPs, ensuring da ta  is recorded  consisten tly. 

• Lia ise  with clin icians and  health  in form ation  se rvices to cla rify records and  resolve  da ta  d iscrepancies. 
• Contribu te  to  routine  and ad-hoc da ta  qua lity aud its and support con tinuous im provem ent of data  qua lity 

p rocesses. 
• Lead  the  ongoing deve lopm ent, review and  m ain tenance  of adm in istra tive  processes to  cap ture  VCCOR da ta  

in  a  consistent m anner. 
Qu a lit y 

• Iden tify, investiga te  and escala te  m issing, incom plete  or inconsisten t registry data  to  the  VCCOR Manager. 
• Apply va lidation  ru les and qua lity checks to  ensure  registry data  m ee ts agreed com ple teness, accuracy and 

consistency standards. 
• Mainta in clear and  auditab le  docum enta tion of da ta  sources, a ssum ptions, aud it find ings and  corrections. 
• Assist in  m onitoring and reporting on  key perform ance ind ica tors. 
• Ensure  com pliance with  privacy, confiden tia lity, e th ics approva ls and  in form ation  security requ irem ents in  

a ll registry activitie s. 
• Meet agreed  data  en try ta rgets and  reporting tim e lines to support registry de live rab les and  reporting 

requ irem ents. 
Te a m  Work   

• Work e ffective ly as pa rt of the  Registry team  to support tim e ly, accurate  and h igh ‑qua lity da ta  collection  
across pa rticipa ting site s. 

• Dem onstra te  active  pa rticipation  in  team  m ee tings, con tribu te  to shared  goa ls, and  support a  collabora tive  
and  positive  team  environm ent. 

• Seek gu idance  and esca la te  issues appropria te ly while  a lso showing in itia tive  in  resolving rou tine  m atte rs 
with in  scope  of role . 

 



 
QUALIFICATIONS AND EXPERIENCE 

Esse n t ia l: 
• Experience  or in te rest in  hea lth  data  en try, adm in istra tive  support, or clin ical aud it work. 
• Basic fam iliarity with e lectron ic m edica l record  system s and  da tabases, or ab ility to  lea rn  qu ickly. 
De sir a b le :  
• Qualifica tions and/or experience  in  a  hea lth -re la ted  fie ld  (e .g. pub lic health , hea lth  prom otion , hea lth  

in form ation  m anagem ent, hea lth  adm in istra tion , m edicine , nursing, a llied  hea lth ). 
• Knowledge  of clin ica l term inology. 
• Experience  working with  clin ica l qua lity registrie s or re search  databases. 
• Experience  with da ta  qua lity assurance  or aud it p rocesses. 

 

KEY SELECTION CRITERIA 

• Analytica l and  m ethodica l approach  to  work. 
• Ability to accurate ly extract in form ation  from  m edica l records with gu idance  and  tra in ing. 
• Highly deve loped  organ isa tiona l and p lann ing skills . 
• Ability to handle  confiden tia l and  sensitive  in form ation  with  d iscretion .  
• Understand ing of the  im portance  of patien t p rivacy, confiden tia lity, and  da ta  security. 
• Ability to work independently while  collaborating with  a  m ultid iscip linary team . 
• Ability to deve lop  clea r written  com m unication  for docum enta tion  and  issue  esca la tion . 
• Good organ isationa l skills and  ab ility to  m anage  routine , repe titive  ta sks to  dead lines. 
• Strong a ttention  to  de ta il and  willingness to  follow standard ised  processes. 

 

OTHER REQUIREMENTS 

• Em ployees are  requ ired to  undertake  a  Nationa l Crim ina l Record  Check and  a  Working with  Child ren  Check prior 
to  com m encing em ploym ent. 

• Em ployees are  requ ired  to  m ain ta in a  va lid  Working with  Child ren  Check th roughout the ir em ploym ent. 
• A current, fu ll d rive r’s licence for the  Sta te  of Victoria  which is appropria te  for the  type of veh icle  be ing driven , and 

com ply with any restrictions on  the ir licence (e .g. wearing glasses) while  undertaking hosp ita l du tie s (If app licab le ). 
• Em ployees are  requ ired  to  m ain ta in com pliance with RCHs “Sta ff Im m unisa tion - Preven tion  of Vaccine  

Preven tab le  Diseases” procedure . 
 

IMPORTANT INFORMATION 

All em ployees a re  requ ired  to  adhere  to  the  Roya l Child ren’s Hosp ita l Va lues: 
• Curious - We a re  crea tive , p layfu l and  collabora tive 
• Courageous - We pursue our goa ls with  dete rm ina tion , am bition  and confidence  
• Inclusive  - We em brace  d ive rsity, com m unicate  we ll, bu ild  connections and  ce lebra te  our successes toge the r 
• Kind  - We are  generous, warm  and understand ing 

RCH COMPACT 
All new and existing em ployees com m it to  the  RCH Com pact to  con tribute  to  a  strong and  respectfu l cu ltu re . 
• We do be tter work ca ring for ch ild ren  and fam ilie s when  we  a lso ca re  for each othe r 



 
• I b ring a  positive  a ttitude  to work – I sha re , I laugh , I en joy othe r’s com pany 
• I take  responsib ility for m y behaviour and its  im pact on  othe rs 
• I am  curious and  seek ou t ways to constan tly lea rn and im prove  
• I ce lebrate  the  good  stu ff, the  sm all stu ff, the  b ig stu ff – it a ll m atters 
• I speak up when  th ings aren’t righ t 
• I va lue  the  m any d iffe ren t roles it takes to de live r great patien t ca re  
• I active ly listen  because  I want to  understand othe rs and m ake  be tte r decisions 
• I am  inclusive  and va lue  d iversity 
• When it com es to team work, I don’t hold  back – I’m  a ll in  
 
QUALITY, SAFETY AND IMPROVEMENT  
RCH em ployees have  a  responsib ility and  accountab ility to  con tribute  to  the  organ isa tion’s com m itm ent to  Qua lity, 
Sa fe ty and Im provem ent by:   
• Acting in  accordance  and  com plying with a ll re levant Sa fe ty and  Qua lity policies and procedures 
• Iden tifying risks, reporting and  be ing active ly involved  in  risk m itigation  stra tegies  
• Participa ting in  and active ly con tribu ting to  qua lity im provem ent p rogram s 
• Com plying with  the  requ irem ents of the  Na tiona l Sa fe ty & Qua lity Hea lth  Service  Standards  
• Com plying with  a ll re levan t clin ica l and/or com petency standards  
• Com plying with  the  p rincip les of Pa tient and Fam ily Centred  Care  that re la te  to  th is position  

 
Th e  RCH is  com m it t e d  t o  a  d ive r se  a n d  in clu s ive  w orkforce . We  e n cou ra ge  a p p lica t ion s  from  Ab or igin a l a n d  
Tor re s  St r a it  Is la n d e r  p e op le , p e op le  from  cu lt u ra lly a n d / or  lin gu is t ica lly d ive r se  b a ck grou n d s , a ll m e m b e rs  
o f t h e  LGBTQI com m u n it y a n d  p e op le  w it h  d isa b ilit y. 

 

Posit ion  d e scr ip t ion  la s t  u p d a t e d  Ma rch  2026 
 


