WEST HERTS PRIMARY CARE TRUST
JOB DESCRIPTION

Title:


Operational Service Lead
Band:


(To be agreed)
Location/Base: 



Directorate/Dept.: 
Adult Services
Reporting to:          Head of Adult Services 

Responsible for:
Operational Management of Bed Based




Non Bed Based Services within a locality

JOB PURPOSE:

The Operational Manager will be responsible for the day to day operational management of a designated integrated Service within a locality.
To work in conjunction with the Clinical Services Leads to ensure the development of robust operational and Senior Clinical leadership within ‘designated’ service area.

To deliver the Service within the delegated financial resources available.

To implement the strategic focus for the service in line with National and Local commissioning strategies and deliver effective demand management systems that contribute to the PCT’s targets and financial recovery. 

To develop the service in line with commissioning agreements made with locality commissioning teams, practice based commissioning groups and other agencies.

DUTIES AND RESPONSIBILITIES
COMMUNICATION AND RELATIONSHIPS:

To provide operational leadership to all Nurses, Allied Health Professionals and other Professionals within the post holder’s portfolio

To develop a culture where staff involvement in the business development of the provider service is the accepted norm
Establish and develop effective communication with all professionals, patients and carers, both internal and external to the organisation.
To support the Head of  Adult Services in the development of close working relationships with Practice Based Commissioning Leads,locality and other Commissioning Leads across the Trust in relation to their service area.

To ensure effective communication systems exist within the unit so staff receive necessary information in relation to organisational developments.

To work closely with other Service leads, in order to facilitate the progression of a matrix management philosophy across Adult services

To promote a positive image for Adult Services with appropriate external agencies

To communicate highly complex, highly sensitive or contentious information at all levels within the service area, using negotiation skills, persuasion and diplomacy and communicating information where it  may not be well received.
ANALYTICAL AND JUDGEMENTAL:

To manage and respond to complaints in a timely and sensitive manner.
To promote the reporting of untoward incidents/accidents and ensure appropriate investigation, corrective action and documentation takes place.
To utilise analytical skills to reflect on and interpret highly complex information, facts or situations which require analysis, option appraisal and generation of solutions.
In conjunction with the Head of Adult Services monitor Service Level Agreements (SLAs) and contracts related to their service area ensuring that the key performance indicators are delivered.  

PLANNING AND ORGANISATION:

To manage a significant change agenda setting standards of responsiveness and innovation in client led services

To take the lead on specific areas of service development/issues as agreed with the Head of Adult Services

To prepare business cases to support service developments required for the services.
In collaboration with Clinical Service Lead, plan workforce requirements based on future requirements of service delivery.

In conjunction with Clinical Service Lead identify present and future equipment requirements necessary for effective, safe delivery of patient care.

To evaluate and monitor service delivery and in collaboration with others undertake service and role re-design where indicated to improve efficiency and effectiveness within Services.

To be aware of strategic and organisational plans in order to deliver services within recognised frameworks.

PATIENT AND CLIENT CARE

To take joint responsibility with Clinical Service Lead for the setting up of standards, structures and systems that ensure safe delivery of effective, high quality and evidence-based clinical care 
POLICY AND SERVICE:

To promote actively the achievement of the Trusts’ health care and management objectives

To contribute to the corporate development of Adult Services whilst ensuring effective delivery of all Provider Services corporate strategies and programmes

To ensure that the service area meets general legislative requirements including EC Directives, statutory body requirements, hazard and safety notices, health and safety legislation and to exercise confidentiality as appropriate

To work closely with relevant departments to ensure the delivery of the clinical governance strategy within the area of responsibility.
Promote a positive working environment and service orientated and patient focussed approach to work.
In conjunction with the Clinical Services Lead ensure all services within area of responsibility have an audit plan in place, and where identified, recommendations from audits are implemented.
To actively contribute to the development and reviewing of Service Specifications.

Financial and physical Resources:
To have delegated budget management responsibility 
To be responsible for identifying and purchasing equipment necessary for clinical and non-clinical care.

In conjunction with the Head of Adult Services meet the relevant Trusts’ financial targets ensuring that service plans and Cost Improvement Plans are delivered and other objectives achieved.
To work with the Head of Adult Services to ensure activities are carried out to achieve best value for money (VFM).
To work with the Senior Management team to ensure correct skill mix and proactive management of vacancies, within the allocated, designated budget.
To be an authorised signatory within agreed limits up to £5K.
human resources:

Support the recruitment and retention ensuring the process is in accordance with Recruitment guidelines.
Ensure that grievances and complaints are resolved speedily and in line with the organisation’s recognised procedures.
To implement within the unit robust plans to ensure an appraisal and PDP process is in place, which is in line with the KSF outline.

To ensure compliance with relevant HR policies including:

· Absence monitoring
· Disciplinary
· Grievance
· Performance management
To ensure that all  direct reporting staff are aware of and take  responsibility as part of their legal obligation to eliminate harassment and are responsible for recognising stress amongst their staff and take appropriate action to minimise the effects

To further develop own managerial skills; to maintain own continuing professional development (CPD), by keeping abreast of any new trends and developments and incorporate them as necessary into work; to maintain a portfolio which demonstrates personal development and shows evidence of reflective practice

To participate in an annual appraisal, a six month review and be committed to developing a personal development plan including participation in regular supervision

To develop a personal action/work plan to be reviewed with the Head of Specialist Adult Services on a regular basis.
To provide line management to an identified group of staff.

information resources:

To ensure robust monitoring systems are in place, actively monitor the quality of data received.
To ensure performance management reports are presented and produced in required format and within agreed timescales.

Research and development:

To critically examine new research findings and ensure they inform practice as appropriate

To actively disseminate and communicate with clinical teams about advancements and standards of care 

To ensure the participation in audit and research supporting this both within the service and outside

freedom to act:

To be responsible for managing and prioritising own workload independently.

To reflect on own performance through supervision, coaching or mentoring.
Work within own bodies Code of Professional Conduct and Trust guidelines/policies.

Maintain own personal development through participating in Trust’s appraisal and PDP system.

Lead on the development of managerial and leadership potential of all staff through involvement with professional bodies, and available leadership programmes.

To lead on the interpretation and implementation of local, national and organisational policy and guidelines within a designated service area.

additional information:

physical effort:

To have keyboard skills and knowledge of I.T. Systems.  

To be able to travel between sites within the organisation in order to undertake required responsibilities.

To have due regard for our own safety and that of clients, in particular in regard to moving and handing regulations and restraint policies where this may be relevant 

mental effort:

To be flexible to the demands of staff and the service, managing an unpredictable work pattern with frequent interruptions, and responding to deadlines.

To be sensitive at all times to the emotional needs of service users and their carers particularly when imparting distressing information regarding the nature of their difficulties, information about progress or deterioration and implications of their difficulties, and changes to service delivery.

To listen to and manage staff concerns and issues affecting performance, including highly sensitive and/or distressing information (such as recent emotional or health traumas).

emotional effort:

To deal with angry or distressed service users and manage complaints about service delivery and staff performance 

To discuss issues of Adult Protection with staff and keep a record of adult protection concerns.

To analyse data and compile reports even with frequent interruptions – requiring ability to multi-task 

To maintain concentration for long periods whilst interviewing staff and whilst conducting formal meetings with regard to staff performance and/or service development. 

working conditions:

Occasional exposure to unpleasant working conditions such as verbal aggression.

Equal Opportunities

The Trust is committed to eliminate racism, sexism and forms of discrimination. The Trust will not discriminate on grounds of age, colour, disability, ethnic origin, gender, gender reassignment, culture, health status, marital status, social or economic status, nationality or national origins, race, religious beliefs, or non beliefs, responsibility for dependants, sexuality, trade union membership or hours of work. It is required of all employees to uphold this policy in the course of their employment with the Trust and whilst undertaking their duties.

Health & Safety at Work

You are reminded that, in accordance with the Management of Health and Safety at Work Regulations 1992 (as amended) and other relevant Health and Safety legislation, you have a duty to take responsible care to avoid injury to yourself and to others by your work activities, and to co-operate with the PCT and others in meeting statutory requirements.

Infection Control

Employee must be aware that preventing healthcare acquired infections and infection control is the responsibility of all staff.  Clinical procedures should be carried out in a safe manner by following best practise and infection control policies.

Confidentiality

The post holder will maintain confidentiality when dealing with sensitive material and information, but will encourage people to be open and raise concerns.

Data Protection

All staff must be aware of the Caldicott principles, the Data Protection Act 1998 and the Human Rights Act 1998. The protection of data about individuals is a requirement of the law and if any employee is found to have permitted unauthorised disclosure, the PCT and the individual may be prosecuted. Disciplinary action will be taken for any breach.
Mobility/Flexibility

Your normal place of work will be as stated above, but as a term of your employment you may be required to work from any of the Primary Care Trust's establishments within the geographical area of Hertfordshire.

No Smoking Policy

The Trust operates a smoke free policy which means that smoking is not allowed anywhere on PCT sites including buildings, car parks and entrances.
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