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JOB TITLE:






Content Development Coordinator

BRIEF DESCRIPTION:
Coordination of the development and maintenance of the terminology resources of IHTSDO.

SOURCE OF PROFESSIONAL SUPERVISION:
IHTSDO Chief Terminologist
LINE MANAGEMENT:




IHTSDO Chief Executive Officer
SPECIFIC DUTIES:

This IHTSDO role has responsibility for managing the end to end process for any content change (including maintenance) related to the International Release of SNOMED CT and its derivatives, including maps, the Spanish translation and specific International Reference Sets.
· Content Development Coordination: Provides coordination and support for the IHTSDO end to end content development process and is responsible for the effective implementation of the process. This includes the allocation of work packages, management of workflow and progressing of assignments to completion. 
· Editorial and mapping policy development: With the assistance and oversight of the Content Committee and Chief Terminologist, assigns editorial and mapping policy development tasks to appropriately qualified contributors, using the IHTSDO content development process
· Change management triage: Allocates work to those employed or contracted to undertake work on behalf of the IHTSDO and monitors delivery process.
· Stakeholder and Requestor Relationships: Works with the requestor community throughout the process of dealing with requirements; works with wider stakeholder community to understand and document use cases and implementation requirements; coordinates with IHTSDO Standing Committees, Member Forum and Affiliate Forum.
· Documentation Co-Authoring: Collaborates with IHTSDO officers, consultant terminologists, committee and working group members, and National Release Centres, for the development, update and maintenance of all Editorial Guides and other documentation as directed.
· Scheduling of activities: manages the schedules of content development activities and their releases, including any piloting and beta testing.
· Training: Coordinates all aspects of training of content editors, mapping team and contributors, ensuring that training is provided to appropriate levels and all training materials are up to date and of a quality to meet standards set by any appropriate international bodies

· Quality Assurance: following procedures and policies approved by the Quality Assurance Committee, ensures that appropriate technical and content quality assurance is applied to all aspects of work, as well as external clinical and other independent validation as required.

· Management of ‘Help desk’ function: ensures that the appropriate ‘Help desk’ functions are in place to manage both queries about any requests for change/development as well as for queries related to existing terminology content and derivatives.

· Management of staff/contractors: responsible for the maintenance and updating of a ‘resource directory’ (i.e. resources that can be called on to input to IHTSDO content focused work), line management of any appointed staff and key point of contact for all contracted or Member country provided resources.

· Financial and contract management: day to day management of the budget for content development work,  process for awarding work and monitoring of contracted work and financial reporting as required.  
EXTERNAL CONTACTS:


· Regular communication with implementers, content request submitters, National Release Centres, and others in the community of practice including scientific bodies and specialty organizations.

· Provides education: Assists in development and presentation of educational programs about SNOMED CT and content derivatives, including IHTSDO maps.

SKILLS REQUIRED:

· Experience with agile development
· Project management skills 

· Excellent communication skills (listening, written and oral)
· Demonstrable leadership and interpersonal skills
· Organized: adherence to deadlines and evidence of planning, logical thinking and structured way of working
· Self motivated: Ability to work independently
· Computer competency in a variety of software programs
EDUCATION/EXPERIENCE: 
Essential

· Proven experience of managing end to end processes or project management
· Broad knowledge and experience in vocabularies, terminologies, and classification systems used in health care settings, including proficiency in the structure and use of SNOMED CT

· Health informatics training or background

· Management experience in a healthcare setting or related organisation

Desirable

· Clinical information system vendor experience a plus

· Health Informatics training and/or equivalent experience
EMPLOYMENT PERIOD

The position represents a new role within IHTSDO, in a dynamic environment. It is expected that the position and role will be reviewed after the initial nine months, with adjustments based on experience. The appropriate individual will be comfortable with the flexible and dynamic nature of the position and the corresponding ability to help define the role in line with other IHTSDO key delivery areas.
DOMICILE


· The successful candidate must be prepared to work flexibly in order to coordinate with the Chief Terminologist based in Oregon, USA, the Chief Quality Officer based in the UK and Programme and Project Management based in Copenhagen.
WORK LOCATION

· Will work from the employee’s own home. 

· Travel to meet with IHTSDO officers, Program office in Copenhagen, IHTSDO meetings and the various contractors/personnel involved with delivery.

CRIMINAL RECORD

· Must declare any criminal record
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