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POSITION DESCRIPTION 

POSITION TITLE: QUALITY ACCREDITATION & RISK PROGRAM ASSOCIATE  
 

DEPARTMENT: QUALITY, PATIENT SAFETY ACCREDITATION, & RISK  
 

CLASSIFICATION:     NON-UNION 
 

UNION: OUT OF SCOPE 

 

REPORTING RELATIONSHIPS 
 

POSITION REPORTS TO: QUALITY & RISK COORDINATOR / QUALITY ACCREDITATION & PLANNING COORDINATOR 
 

POSITIONS SUPERVISED: NOT APPLICABLE 
 

 
POSITION SUMMARY 

Reporting to the Quality & Risk Coordinator/ Quality Accreditation & Planning Coordinator, the 
Quality Accreditation and Risk Program Associate provides comprehensive administrative and 
analytical support across multiple health system quality domains. This position serves as a key 
resource to both the Risk Management Coordinator and Accreditation Program Coordinator, 
supporting organizational readiness and safety initiatives. The incumbent is responsible for 
managing and monitoring occurrence reporting systems (e.g., RL6), supporting data collection and 
analysis, facilitating communication between departments, and preparing reports that contribute 
to continuous improvement efforts across the Interlake-Eastern Regional Health Authority 
(IERHA). 

This out-of-scope role requires a high degree of professionalism, initiative, and the ability to work 
collaboratively with internal stakeholders to support accreditation compliance, risk management 
processes, and quality improvement initiatives. This individual will be involved with providing 
support to the IERHA Risk portfolio, including, but not limited to assisting with claims 
management, Corporate Risk Register, RL reports, Risk Assessment checklists, Annual HIROC 
reporting, Vis boards, Risk and Quality related presentations.   This individual will also assist with 
collection of data and displaying data in meaningful ways for the organization and other duties.  
The position of Quality Accreditation & Risk Program functions in a manner consistent with, and 
supports the mission, vision and values of the Interlake-Eastern Regional Health Authority. 

 
Interlake-Eastern RHA is committed to responding to the Truth and Reconciliation Commission 
of Canada’s Calls to Action and creating working environments free of racism for both clients 
and employees. All staff members are encouraged to seek and identify patterns of harm towards 
Indigenous, black and marginalized clients and employees and to take actions to disrupt any 
form of racism. Collectively and individually, we are growing cultural competency capacity by 
implementing the region’s anti-racism action plan. 

https://ehprnh2mwo3.exactdn.com/wp-content/uploads/2021/01/Calls_to_Action_English2.pdf
https://ehprnh2mwo3.exactdn.com/wp-content/uploads/2021/01/Calls_to_Action_English2.pdf
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ESSENTIAL FUNCTIONS AND DUTIES 
 

Function and duties include but are not limited to the following: 

Accreditation & Quality Support 

• Assist the Accreditation/ Planning Lead in preparing, organizing, and maintaining evidence and 
documentation in support of Accreditation Canada requirements. 

• Help coordinate and track quality improvement initiatives and action plans. 
• Support the collection and organization of data required for compliance reporting and program 

evaluation. 
• Attend relevant committee or working group meetings and provide administrative support, including 

minute-taking and follow-up tracking. 

Risk Management & RL6 System 

• Act as the regional point person for the RL (Risk Logic) system: monitoring occurrence submissions, 
following up on overdue actions, and coordinating user support. 

• Onboard new leaders to the RL program 
• Attend Provincial meetings as needed  
• Liaise with program managers, clinical leaders, and risk leads to ensure timely review and 

documentation of reported incidents. 
• Assist with the generation of trend reports and data summaries to support risk mitigation and 

decision-making. 
• Provide frontline troubleshooting and user guidance for RL6-related questions or issues. 

Data & Report Management 

• Generate recurring and ad hoc reports for accreditation, safety, and performance monitoring, using 
data from RL6 and other internal systems. 

• Maintain databases, spreadsheets, and dashboards as directed. 
• Analyze data for completeness and flag anomalies or quality concerns to appropriate leads. 
• Contribute to the development of presentations and briefing notes. 

Program Support 

• Provide cross-functional support to the Quality, Patient Safety, Risk, and Accreditation teams. 
• Maintain up-to-date records and documentation in line with privacy and confidentiality standards. 
• Support communication and coordination across departments as needed. 
• Participate in ongoing training and development relevant to the role. 

OTHER: 
 Performs other duties as assigned. 

 
 Pursuant to the Health System Governance and Accountability Act, Interlake-Eastern RHA is designated 

bilingual (English/ French).  Accordingly, all employees accept the responsibility to support clients in 
their official language of choice. 
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QUALIFICATIONS 

EDUCATION/CERTIFICATION: 
• Post-secondary education in  risk, planning, and /or improvement. Risk Or a combination of 

education and experience. 
 

REQUIRED KNOWLEDGE: 
• Excellent working knowledge of computer software, hardware and networks. 
• Experience in maintaining business applications and software. 
• Experience with Online Occurrence reporting (RL). 

 
EXPERIENCE REQUIRED: 
• Three (3) or more years of related experience working in a decision support or analysist role. 

 
SKILLS/COMPETENCIES: 
• Demonstrated ability to function effectively as a member of a team. 

• Demonstrated effective communication skills, both verbal and written, with individuals and 
groups. 

• Demonstrated ability to adapt and apply knowledge/skills in a variety of environments cross 
a variety of electronic systems and applications. 

• Evidence of ongoing professional development. 
• Demonstrated ability to work and make decisions both independently and 

interdependently. 
• Valid Manitoba driver’s license. 
• Mental and physical ability to meet the demands of the position. 
• Given the cultural diversity of our region, the ability to communicate in 

more than one language would be considered an asset. 
• Proficiency of both official languages is essential for target and designated 

bilingual positions. 
• Completes and maintains a satisfactory pre-employment security check. 
• Satisfactory employment record. 

 

WORK CONDITIONS 
 The incumbent functions autonomously on a day-to-day basis and manages assigned duties 

accordingly. 
 May be required to travel throughout the region as duties may require. 
 No hazardous or significantly unpleasant conditions. 
 All health care workers are required to be immunized as a condition of employment in 

accordance with the Interlake-Eastern RHA Policy GA-13-P-110 Required Immunizations for 
Health Care Workers. 
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WORKPLACE SAFETY AND HEALTH 
 

The incumbent contributes to making the organization safe for clients and staff and recognizes 
the importance of reporting unsafe situations and participating in follow up reviews as a 
learning opportunity. 

 
 Provides a safe environment by ensuring the adherence to Manitoba Association of Safety 

in Healthcare (MASH), Workplace Safety and Health regulations and Policies and Infection 
Control Guidelines. Obeys all safety and health rules and follows recommended Safe Work 
Procedures. Informs supervisor of any unsafe acts, work conditions, incidents, near 
misses, injuries or illnesses immediately. 

 Demonstrates a working knowledge of Workplace Hazardous Materials Information Systems 
(WHMIS) and adheres to procedures for handling and storing controlled substances as 
described in the Material Safety Data Sheets (MSDS). Uses personal protective equipment 
as required. 

 Demonstrates understanding of role and responsibilities in fire prevention and disaster 
preparedness and participates in safety and health training programs including the health 
facility’s Fire, Disaster and Evacuation Plan. 

 
PATIENT SAFETY 
 Participates in and demonstrates an understanding of patient safety principles and practices 

into all day to day activities. Follows all safe work practices and procedures and immediately 
communicates any activity or action which may constitute a risk to patient safety. 
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Position descriptions assist organizations in ensuring that the hiring process is fairly administered and that qualified 
employees are selected. They are also essential to an effective appraisal system and related promotion, transfer, layoff, 
and termination decisions. Well constructed job descriptions are an integral part of any effective compensation system. 

 
All descriptions have been reviewed to ensure that only essential functions and basic duties have been included. 
Peripheral tasks, only incidentally related to each position, have been excluded. Requirements, skills and abilities 
included have been determined to be the minimal standards required to successfully perform the position. In no instance, 
however, should the duties, responsibilities, and requirements delineated be interpreted as all inclusive. Additional 
functions and requirements may be assigned by supervisors as deemed appropriate. 
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