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Job Description

JOB TITLE:


Practice Based Commissioning Support Manager

ACCOUNTABLE TO:
Assistant Director of Commissioning
RESPONSIBLE TO:
Assistant Director of Commissioning
LOCATION:


Welwyn Garden City/Royalty House
PAY BAND:


Currently 7 – expected to be re-evaluated
Job Summary

The post holder is the lead manager for one or more PBC Localities, acting as the first port of call for all development plans and any issues which need resolving.  The post holder will participate in PBC Executive meetings as the key PCT officer, develop business cases with the lead/s nominated by the PBC group and take them to the PBC Governance Committee for approval.  This includes raising any issues for resolution with the PCT and bringing PCT policies and priorities into the PBC work.
The post holder will manage the management budget, PBC LES funds and Local Enhanced Services funds for the PBC Locality on a day to day basis liaising with the PBC leads and finance staff as necessary.  This involves managing a number of health care contracts with primary care providers such as general practices, independent counsellors and physiotherapists.
The post holder will liaise with the other PBC Managers to ensure systems and approaches are consistent as appropriate and will take lead responsibility for certain areas on behalf of all the PBC Managers in the Locality (West or East & North).
The portfolio of projects they will have responsibility for will vary over time however in the short term the type of work steams they will be responsible for will include areas such as Urgent Care, Planned Care (including Choose & Book and the Development of Surgicentres) and Diagnostics, supporting the development and delivery of the LSP and LAA initiatives and joint commissioning.

There will be a number of these posts in the two PCTs and each post holder will hold a range of specific responsibilities which will be agreed with the appropriate assistant director and used to set personal objectives.  The post-holder will have line management responsibility and budgetary responsibility for specified staff such as project managers and administrative officers and areas of work.
Key relationships  
GPs, practice managers and PBC Groups   
Public health

Finance 

Information

Prescribing team

Strategic commissioning

Specialist commissioning

Hospital managers and consultants

PCT Provider services

Mental health service providers

Independent sector providers

Local authorities

Voluntary Sector

User and carer groups

Patient public involvement

Key Responsibilities

1. Lead and co-ordinate PCT support to the relevant PBC Group/s

2. Lead the development of business cases with the nominated leads from the PBC Groups

3. Present business cases to the PBC Governance Committee – a sub committee of the PCT Board supporting the lead from the PBC group
4. Develop and implement project plans to implement approved business cases according to good procurement practice and in line with the relevant regulations
5. Lead and co-ordinate the commissioning process for new services including drawing up contracts and ensuring the outcome of negotiations is properly reflected in them
6. Be responsible for the budgets relating to the PBC Group, including management budgets and Local Enhanced Services budgets
7. Build effective relationships with local partners.

8. Develop and performance manage service level agreements which are in line with the PCT and PBC commissioning framework.

9. Work with local partners to maximise the benefits of joint working ensuring the development of innovative patient centred service redesign.

10. Provide performance management reports on implementation of projects
11. Work with PCT colleagues to ensure that necessary action is taken to achieve these targets.

12. Develop a detailed understanding of areas of policy development associated with areas of responsibility agreed with the Assistant Director. 

13. Research good practice and develop plans that incorporate this locally.

14. Support the Assistant Director in delivering change through service redesign.

15. Analyse data in order to identify trends and areas for improvement and areas of risk
16. Feed into PBC Commissioning Plan for the local PBC Group
Communication Skills

The post holder will be required to use well developed communication skills in acting as a facilitator, negotiator and mediator when liaising with various stakeholders internal and external to the organisation.  On many occasions the post holder will be leading these complex discussions, acting on their own initiative and drawing on their own knowledge and experience and expected to resolve them.
The post holder will be required to present highly complex and contentious information to GPs, Trusts and external organisations which will require negotiations, persuasive and motivational skills often where there are conflicting views to gain the agreement of stakeholders.

The post holder will be the primary negotiator with PBC Groups on behalf of the PCT and will be expected to resolve most issues through their strong negotiation skills, ensuring good value for money for the PCT at the same time as continuing to keep PBC participants motivated.

The post holder will be responsible for presenting papers and proposals to the Trust Board and Executive Committee, external and internal groups, facilitation and persuasion skills to gain their agreement.

Analytical and Judgemental Skills

The post holder will need to be aware of and understand Government and PCT strategy and policy and be able to interpret and make judgement on various situations taking account of these strategies and policies.  They will need to be able to assess proposals from PBC groups and ensure that they progress in line with the wider strategies.

The post holder will be required to interpret comparing a range of options in relation to commissioning/local delivery plans involving several components e.g. finance, public health and service demand data when commissioning services.

The post holder will need a sophisticated analysis and understanding of the motivation of GPs, hospital consultants and other key stakeholders in developing services and processes in order to maximise consensus to make progress quickly.  This skill will include judging the level of support for initiatives and how to incentivise practitioners to work together to make progress.

The post holder will need to exercise sound judgement and undertake robust analysis relating to the drawing up and negotiating of contracts for new services including using best national practice and ensuring the PCT is protected when new commitments are being made.

Planning and Organisational Skills

The post holder will use well developed planning skills to support the PBC Group in developing their commissioning plans as the primary PCT officer with responsibility for this task.

The post holder will demonstrate a high level of organisational skills by taking responsibility for drawing up project plans and managing project managers in implementing these plans.  The post holder will frequently need to draw together and juggle a number of different stakeholders and plans with careful timing to ensure that their chances of success are maximised.

The post holder will be expected to use their planning and organisational skills efficiently so that momentum on projects is not lost, thus maximising the efforts of all parties and to ensure that the PCT is presented as effective and decisive.

Physical Skills

The post holder will be required to use standard keyboard skills.

Patient and Client Care

The post holder will be responsible for providing sound commissioning advice to commissioners in relation to national priorities, best practice elsewhere and other information relating to the care and treatment of groups of patients.

Policy and Service Development
The post holder will lead initiatives within their PBC locality to ensure national and PCT policies are implemented effectively.

The post holder will propose new policies and projects relating to commissioning as necessary, preparing and presenting papers setting out these ideas and plans to the appropriate committees.

The post holder will have a comprehensive understanding of national policy in relation to PBC and commissioning/procurement and will be able to apply that policy to local circumstances and implement, working with others.

Financial and Physical Resources

The post holder will be responsible for delegated management and service budgets and monitor other budgets as required.

Human Resources

The post holder will be a line manager for the commissioning team and responsible for the day to day management of project managers/administrative staff as required.

Information Resources

The post holder will be responsible for initiating and creating reports using the commissioning information systems.  The post holder will carry out training for practice staff in using information systems as necessary.
Research and Development

The post holder will be required to ensure commissioned services are based on evidence based research and DH guidance and will take the initiative to ensure this is done.
Freedom to Act

On a day to day basis the post holder will be acting freely using their knowledge and experience to initiate and take action.  The post holder is the lead senior manager relating to the relevant PBC Group/s and takes responsibility for the success of this group on a day to day basis.

The post holder will be responsible for budgetary decisions in line with their delegated authority and the relevant regulations/PCT policies and will be expected to manage their budgets effectively

The post holder will play a role in shaping the PCT’s overall high level commissioning strategies and frameworks and initiating projects to achieve these plans.

Physical Effort

The post holder will be required to use a VDU for prolonged periods.

Mental and Emotional Effort and Resilience
These post holders work in a particularly challenging environment at the front line of PCT management in facing outwards to contractors and other partners/stakeholders, acting as a bridge between external parties and the PCT internally, being called upon to summon up resources from within the PCT including support from other PCT departments to ensure PBC succeeds.
The post holder will work with independent contractors and senior hospital clinicians who can be challenging and at times difficult to deal with.  This can be stressful for many managers.  This requires:

· Ability to deal with regular interruption to give advice, information etc to variety of colleagues including PCT staff, clinicians, practice staff & public whilst maintaining work flow

· Ability on daily basis to switch from one issue to another and be able to completely focus on this

· Ability to deal with sometimes conflicting priorities and pressures from all sides, balance these priorities and find appropriate solutions

· Ability to persist in finding solutions and getting projects through to completion in a complex and difficult environment

The post holder will be required to write detailed reports, analysing complex statistics that require prolonged concentration.

The post holder will need to deal with individual patient queries direct with patient on behalf of PBC/PCT which may prove contentious and stressful for both patient and officer.
Working Conditions

Normal working conditions for office based staff.

PERSON SPECIFICATION

Practice Based Commissioning Support Manager

	
	Essential
	Desirable

	Education and Training

	Relevant degree or equivalent experience
Management qualification at postgraduate graduate or relevant experience
	

	Knowledge and Experience


	Extensive knowledge and experience of commissioning

Extensive knowledge and experience of primary care and what it can deliver and how to work effectively with GPs
Extensive experience and knowledge of negotiating change with health professionals

Experience of successfully implementing change, project management and service improvement

Experience of multi-disciplinary working

Knowledge of a range of secondary and primary health care

Experience of initiating and undertaking analysis and presenting cases which have led to significant change
	

	Skills and Ability
	Ability to juggle and prioritise multiple and changing priorities in response to a rapidly developing agenda

Ability to pull together and simplify complex concepts for different, mixed and multiple audience

A skilled communicator, both verbally and in writing.  This could include production of material as varied as factual Board Reports to stakeholder communications on the same issue

Project Management skills
Strong negotiation and influencing skills

Ability to think strategically

Ability to work well in a team and to network with others, building relationships in order to achieve goals

Well developed emotional intelligence

Self confidence and self belief when presented with challenges and resistance

A self starter who can work for prolonged periods of time without direct input whilst keeping PBC Chairs well informed of progress

Ability to focus on the outcomes and strategic context whilst dealing with different agendas and building strong relationships

Ability to locate information sources on clinical best practice

Extensive knowledge of Health and Social Care Policy

Ability to provide redesign tools and skills
Numerate and able to present cases well

Ability to motivate and inspire trust and commitment


	

	Personal Qualities

	Commitment to a truly patient centred NHS

Commitment to working effectively to support clinicians in achieving a patient centred NHS

Commitment to the success of PBC 
Solutions orientated with a strong “can do” mentality

Ability to lead a team without necessarily being seen as the team leader


Keen to take responsibility and persist in solving problems

Commitment to working with independent contractors and the different relationships this comprises

Ability to show empathy, to listen well and to demonstrate a responsive and supportive approach
Highly motivated and able to continue to achieve objectives in challenging and sometimes dispiriting circumstances
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