Whittington Hospital NHS Trust

Surgery and Women’s and Children’s Health Directorate

Job Description


1. General Information

Post:
Service Manager

Women and Children’s health/ Income generation 

Grade:



Senior Manager spine point 21 

Hours of duty:
As required, necessary to post but not more than 48 hours per week

Annual leave:


27 days

NHS Pension:


6% of salary (optional)

Terms & Conditions:
In accordance with the Trust’s Terms and Conditions of Employment as laid down in the relevant Trust Handbooks

Responsible to:
Divisional Manager Women’s and Children’s Services 

2.  Job Summary

There are two elements to this post. The post-holder will have designated service management responsibility within the Women and Children’s Service and within the Operations Directorate will be the lead Manager for income generation from overseas visitors and private patients. 

The postholder will contribute fully to the management team for Women’s and Children’s Health.  They will be directly responsible for providing support to medical consultants, their teams and other clinicians in the management of their departments.  Activities will include 

developing gynaecological services, including colposcopy, gynae cancer services, emergency gynae service, gynae ultrasound, termination of pregnancy service, fertility, endocrine and menopause services, gynae day and inpatient services and gynae outpatients. They will be involved in service planning, the development of business cases, staff performance management, activity monitoring and delivery, quality control and budget management. There is line management responsibility for staff from a range of disciplines, including administrative and clerical staff across the Division. They will also work with colleagues internally and externally to co-ordinate the implementation of the NHS plan and to meet its targets.

The postholder will be the Lead Manager for income generation from Overseas Visitors and private patients. Achieving the income due to us from the treatment of non-NHS patients is a key aspect of funding developments in services within the Trust and is therefore a key objective. The postholder is the appointed second stage officer and line manager for the OSV/Private patient team.  They will be responsible for arranging and delivering regular training and awareness raising with key staff, reviewing procedures and developing and implementing policies and undertaking interviews with patients to ensure eligibility for NHS care.  This will include arranging invoices and debt recovery with the finance department and producing regular reports for the Trust in terms of income achieved.  

The post holder will deputise for the Divisional Manager and other staff as necessary. 

3.  Budgetary – Resource Management

3.1 Ensure income and expenditure targets are met. Specifically to maximise the income the Trust achieves for non-NHS patients.

3.2 Plan and allocate resources to ensure they are used to their optimum.

3.3 Produce business cases for any service developments ensuring that the implications of service changes or developments have been accurately assessed.

3.4 Provide monthly summaries of financial and activity performance for Specialty meetings, as well as feedback reports on income achieved.

3.5 Maintain asset register and ensure accurate maintenance of equipment replacement programme.

1. Staff Management

4.1 To provide line management to staff working in specified departments, including A&C staff across the Division and the OSV/Private patient team.

4.2 To devise, develop and implement skill-mix reviews and other manpower planning strategies.

4.3 To ensure that appropriate recruitment, selection and discipline of staff takes place.

4.4 Appraise and ensure development plans are in place for staff.

4.5 Manage sickness absence to within agreed targets and ensure accurate records are kept in relevant service areas.

4.6 Assist in the implementation of the Investors in People standard and in “Improving Working Lives”.

5. Modernising Services

5.1 To work with PCTs, clinicians, other managers and staff to continuously improve the quality and timeliness of services in order to enhance the patient’s experience.

5.2 To maximise the opportunity created by redevelopment to redesign clinical processes and streamline patient care.

5.3 To lead on the provision of gynaecological cancer services and ensure the Trust achieves standards and targets agreed nationally and within the North London Cancer Network. This will include reviewing and improving all aspects of the diagnosis and treatment of gynae cancer at the Whittington and UCLH; leading work on the Gynae Project within the Cancer Collaborative and representation on the gynae tumour board within the Network.

5.4 Contribute to the implementation and further roll out of the Access, Booking and Choice project.
5.3
Lead other modernisation projects as necessary to facilitate the implementation of the NHS plan, relevant NSFs, national standards and strategies.
6.
Overseas visitors and private patients

6.1 The postholder will be the lead appointed second stage officer for the Trust and will be responsible for ensuring second stage support is available at all appropriate times.

6.2 Be responsible for conducting regular training and awareness raising with key staff, and ongoing support, to ensure all first stage officers are performing satisfactorily.  This include training and support for other second stage officers within the Operations Directorate.

6.3  Implement the recommendations and advice of Trust audits and national guidance. 

6.4 Undertake a review of all procedures and develop and implement new procedures and policies in line with the DOH guidance on OSV (April 2004).  Disseminate appropriate detail of the procedure to first and second stage officers and managers working in patient areas

6.5 Be responsible for ensuring interviews are undertaken with all patients to ensure eligibility for NHS care. 

6.6 Work with colleagues within the Finance department to ensure appropriate mechanisms are in place to support raising invoices on a timely basis and to facilitate collecting information required to ensure payments are received promptly.

6.7 Produce regular feedback reports for the Trust in terms of income achieved.

6.8
Act as a resource on legislation and best practice regarding Overseas Visitors and entitlements.

7.
Communication

7.1 
To contribute to communication and public relations within and external to the 

Directorate by ensuring good communication flows.

7.2
Encourage a culture of staff involvement and openness.

7.3 
Deal effectively with verbal and written complaints taking rapid action to rectify difficulties immediately wherever this is possible. Investigate and formulate responses to written complaints within Trust timescales and ensure that action is taken to avoid recurrence where appropriate. Provide assistance to the Service Director in the investigation of complaints within Obstetrics.

8. Contract & Activity Management

8.1 
To provide support to the Director of Operations and Divisional Managers in meeting performance targets and on business and contracting issues, providing advice, analysis and information as required.

8.2 
To co-ordinate the production of departmental and directorate plans in conjunction with Divisional Manager, HR and Finance managers.

8.3 
To be responsible for the timely production of standard and ad hoc information requests to enable the Directorate to plan appropriate service delivery against targets and service agreement levels.

8.4 
To provide regular feedback on service performance to consultants, clinical staff and the Directorate Management Team.

9. 
Redevelopment project

9.1
To take an active role in the development of the new acute core of the hospital including detailed specifications of rooms and organisation of decanting.

9.2 
To take the management lead in Women’s Health on the Ambulatory Care element of the new capital development working in partnership with clinical staff. 

10.
Directorate Management Team

10. 1
Work as a full member of the Directorate’s management team.

10.2 Deputise for the Divisional Manager and other members of the team as necessary.

10.2.1 Take responsibility for continued professional development and ensuring skills and knowledge are updated as required.

11.
Key Corporate responsibilities - Health & Safety, Data Quality and Data Protection 

11.1 Ensure that the Trust Health & Safety policy is fully implemented within service  areas 

11.2 Develop a local Health & Safety policy for Gynaecology

11.3 Ensure that agreed safety procedures are carried out and be aware of the responsibilities placed on employees under the Health & Safety at Work Act.  

11.4
Maintain a safe environment for other employees and visitors.

11.5 
Ensure that staff of all disciplines are updated on health and safety matters regularly.

11.6
To be responsible for ensuring data quality in service areas.

11.7
Provide coaching role for staff in use of PAS.

11.8 
Ensure corrective action taken where data quality problems are detected.

11.9 This post has a confidential aspect.  If you are required to obtain, process and/or 

use information held on a computer, you should do so in a fair and lawful way.  You should hold data only for a specific registered purpose and not use it or disclose it in any way incompatible with such a purpose.  You must disclose data only to authorised person or organisations as instructed.  Breaches of confidence in relation to data will result in disciplinary action, which could include dismissal.

12. Equal Opportunities

12.1
It is the aim of the Trust to ensure that no job applicant or employee receives less favourable treatment on the grounds of sex, race, colour, nationality or ethnic origin; or is placed at a disadvantage by requirements or conditions which cannot be shown to be justifiable.  To this end the Trust has an Equal Opportunities Policy and it is for each employee to contribute to its success.

13.  No Smoking Policy

13.1
We are a no smoking hospital, which does not allow smoking at work except in designated areas.

14.  Security

14.1
It is the responsibility of all employees to work within the security policies and procedures of the Trust in order to protect patients, staff and visitors and the property of the Trust.  This duty applies both to the specific work area of the individual and the hospital in general.

15.
Other duties

15.1 To undertake any other duties that may reasonably be required.

The Whittington Hospital NHS Trust

Person Specification

Service Manager

Women and Children’s Service and OSV/PP Income Generation

Essential Attributes
YES
NO

· Good understanding of principles and practice of managing staff performance



· Excellent verbal and written communications



· Confident presenter and trainer



· Evidence of successfully managing change



· Evidence of innovation in a previous post



· Ability to analyse problems and propose realistic solutions



· Dynamic, flexible, personality capable of inspiring confidence



· Displays personal credibility and assertiveness to relate on terms of equality to senior medical and managerial staff



· Enthusiastic and positive with a “can do” approach



· Competent in the use of PCs 



· Interacts well with colleagues and staff



· Committed to self and staff development



· Understanding of budget management



· Evidence of continued professional development



· Understanding of the NHS guidance on OSV and Private Patients



· Knowledge and understanding of recent developments in the NHS



Desirable Attributes
YES
NO

· NHS Experience



· Educated to Degree level



· Training experience/qualifications



· At Least 2 years management experience



· Clinical background



· Relevant managerial qualification



· Experience of working in Women or Children’s health
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