
 

 
 

 

We are looking for suitable and qualified external candidate for the 
following position: 

 

JUNIOR EXECUTIVE 
TRANSFORMATION MANAGEMENT OFFICE 

 

Responsibilities 
 

 SISP Project 
  - Captures existing process and produces process matrix by employing program and  
    business requirement and analysis.  
  - Works closely with system users in various departments in Institut Jantung Negara to  
    ensure information system strategies are aligned with mission and vision’s needs. 
  - Coordinates and aligns information systems with user objectives.  
  - Assist in Planning, Building, Executing and Monitoring EMR projects. 
  - Test, troubleshoots and resolves issues with software functionality. 
  - Maintains detailed accounting of users and security access to system software. 
  - Monitors and reports on system usage. 
  - Ensure each output are compliance to JCI, MSQH and Private Hospital Acts. 
  - Assist in development of information taxonomy and ontology schema. 
  - Utilization of information and database components and their relationship or  
    technology software and infrastructure. 
  - Design of information including structure, content, relationship, dependency and data  
    management.  
 

 Training and Technical Assistance 
  - Provide technical direction and consultation to users. 
  - Formulates, assists and supports users with application training and technical support. 
  - Sets up and maintains users on computer system including creating and maintaining  
    software functions for users. 
  - Creates, assembles, and distributes procedure/training manuals and materials to users. 
  - Conducts in-service training sessions. 
  - Sets up processes and producers, and assists users in implementing new system  
    modules and updating existing modules. 
  - Review, evaluates, and provides recommendations and implements changes for  
    improved methods or procedures; plans and implements departmental processes and  
    projects. 
 
 
 
 
 



 

 Analytics Function 
  - Monitors and reports to management any deviation from procedures or policy. 
  - Supports internal operations, budget management, and project planning. 
  - Support existing products and services by acting as an agent for problem and  
    operational issues resolution. 
  - Established and maintains a variety of file systems. 
  - Review user request and requirements. 
  - Organizes and analyzes data for efficient reporting and retrieval. 
  - Assists users to retrieve data from system. 
  - Develops procedures, forms, and other organizational tools to implement and manage  
    efficient workflow used in the department. 
  - Plans and prepares correspondence related to the position. 
 

 Serve as part of on-call team, depending upon set schedule. 

 Ensure each task comply with PDPA policy. 
 

Requirements 
 

 Degree in Information Management or any related qualifications. 

 Ability to communicate effectively, both written and verbal in Bahasa Malaysia and English 

 Critical thinking, analysis, and problem solving. 
  

Closing Date 
17th August 2016 

 
Recruitment Unit 

Human Capital & Organizational Development 
Institut Jantung Negara 

145 Jalan Tun Razak 
50400 Kuala Lumpur, MALAYSIA 

: hrd@ijn.com.my   : www.ijn.com.my   : 03-2617 8200 
 

  
 : Career in Institut Jantung Negara 

 
Note: All unsuccessful applications shall not be retained in our database. Only SHORTLISTED 

candidates will be contacted. 
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