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JOB DESCRIPTION

JOB TITLE:                  
Deputy Service Director, Adult Community Health Services (Bedfordshire)  
BAND:
                

8d
REPORTING TO:
Service Director, Adult Community Services 
ACCOUNTABLE TO:   
Service Director, Adult Community Services
LOCALITY:


Bedfordshire  
CRB Check required/
Enhanced

Level of Disclosure:

Background & Context
The organisation and delivery of community health services in Bedfordshire has been remodelled to reflect an aspiration to deliver services in a more integrated manner in collaboration with partner agencies. With this in mind the provision of community health services in Bedfordshire transferred to East London NHS Foundation Trust (ELFT) and Cambridgeshire Community Services (CCS) in April 2018. The partnership involves ELFT delivering adult services and CCS delivering children’s community services  with the strategic aim of  delivering integrated and innovative services that are  strongly patient driven. 
	The vision for adult community services is to transform the out-of-hospital landscape,  recognising that the primary facilitators of health and wellbeing include being part of family and community, having employment, either paid or unpaid, and housing. Service are being redesigned to empower patients, are based within multi-professional primary care teams that will increasingly be integrated with the voluntary sector, health and social care. Patient pathways will be seamless into and out of specialist care and if required through hospital care. Admission will be unnecessary other than for procedures that can only take place in hospital. 
The role of the Deputy Director for adult community services is to support the service vision by working in close collaboration with service users, families and partner organisations. 


	1.
	Job Summary and Purpose

The post holder will: 


	1.1
1.2

1.3

 
	Assist the Service Director and the Clinical Director in the leadership, operational management and setting the strategic direction for community health services.  
Have operational responsibility for a range of community services.  This includes the multidisciplinary primary care home team that include rapid response and community therapy functions. 
Promote the development and the integration of mental health, primary care and community health services across the locality.


	 1.4
	Deputise for, and assist the Service Director in the development and maintenance of partnership arrangements with the GPs, acute hospital partners, Local Authority third sector organisations and the Clinical Commissioning Group. 

	
	

	
	

	2.
	Direct Reports


	
	· General Managers for community services
· Direct responsibility for some services


	3.
	Key Relationships


	
	· Service  Director
· Clinical Director
· GP Care Group

· Acute hospitals
· Bedford Borough Council and Central Bedfordshire Council
· Director for community childrens services (Cambridgeshire Community Services) 
· Dep. Director of Nursing 

· Lead Nurse

· Directorate Management Team

· Clinical Commissioning Group

· People Participation Officer

· Service Users / Carers / Relatives

· External Health & Social Care Providers
· Third sector organisations


	4.

	Key Responsibilities

	4.1
	To deputise for the Service Director across the full range of function/s.

	
	

	4.2
4.3
4.4
4.5
    4.6
4.7
4.8         


	To advise and assist the general and team managers to ensure the service functions effectively and the achieves the required key performance targets.

In conjunction with the directorate performance manager to contribute to the development of effective information systems and ensure performance against KPIs is effectively monitored and reported.

Ensure appropriate professional and clinical supervision is available to staff.

To be responsible for monitoring and auditing service standards to ensure that services are delivered to the highest possible quality.

To contribute as a senior member of the Directorate Management Team and play a leading role in setting the overall strategic direction of Directorate Services.

To represent ELFT at key meetings and including those with external partners.  

To undertake project management responsibilities, as required, on behalf of the directorate and ELFT.

	4.9
4.10
	To develop partnerships with other key agencies, such as primary care,  voluntary sector, mental health services, acute trusts, etc. 
To represent ELFT at a senior level in meetings and negotiations with other national and local agencies.



	4.11
	To provide managerial cover for other areas of ELFT services in the short term absence of substantive post holders.



	4.12
	To participate as a member of the DMT on the Senior Manager On Call rota.



	4.13
	To monitor, control and plan budgets in the relevant service areas and contribute to the overall financial processes of the directorate and ELFT.



	4.14
	To ensure that complaints are investigated effectively and sensitively and in line with the relevant policies and procedures including, where appropriate, those of partner agencies.  To monitor and report on the progress and outcomes of complaints to the Director and the Trust Board.  To ensure that lessons learned and recommendations resulting from complaints are considered and implemented as appropriate.



	4.15
	To maintain an up-to-date and in-depth knowledge of policy and practice developments in the commissioning and delivery of health and social care services. 



	4.16
	To be familiar with and undertake all duties according to the Trust’s agreed policies and procedures including, amongst others, employment, finance, governance and patient care.



	4.17
	To ensure that all staff have an annual performance appraisal, performance plan and personal development plan, and that these link closely with national and local business and service plans.



	4.18
	To ensure effective communication with all staff in the agreed service area and to contribute to wider communication within the directorate and ELFT.



	4.19
	To proactively seek improvements in the development and delivery of services; implementing change management programs as appropriate.    To provide strong individual and professional leadership through change, supporting staff, colleagues and partners in accordance with the policies of ELFT. 



	4.20
	To take responsibility for personal development by effectively using the supervision and appraisal system, keeping aware of current good practice in Health Service Management.



	4.21
	To liaise for support and advice with relevant support services, Human Resources, Finance, Legal etc.

	5.
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9.14
	Risk Management & Quality Assurance

Maintain accurate risk registers for the business units for which the post holder is responsible and to ensure timely reporting

Collaborate with the governance department to ensure robust systems and processes are in place, ensuring accurate risk assessment and governance for each service within the locality and responsiveness to change
Ensure a robust process is in place within the locality to review and develop policies and procedures in a timely way and ensure there is conformity with ELFT standards. 

Lead on the development of the locality response to specific agreed national and local initiatives and guidelines, ensuring implementation of these standards and guidelines across the locality.

Alert the Service Director/Clinical Director to situations where the locality’s ability to respond to service delivery requirements are compromised and devise a strategy to enable this to happen.

Lead on establishing and maintaining partnership arrangements with General Practice, Local Authorities and other health partners to ensure a consistent approach to the identification and management of shared risks and proactive service development

Ensure that each of the services in the locality have systems in place to accurately record both clinical and non-clinical incidents and regularly review service provision in light of these

Work with the Complaints Dept. to investigate, develop and implement action plans arising from complaints. 

Prepare and represent the directorate in presenting reports as required by corporate assurance systems. 

Work with colleagues in the Estates directorate to ensure a safe environment for staff, patients and visitors. 

Participate in the delivery of work streams within the Trust’s quality strategy.

Financial Management

Be responsible for the budget for their designated service areas within NHS Standing Financial Instruction. 

Ensure that each of their designated service leads are facilitated in the management of their designated budgets to contribute to the directorate financial strategy. 

Ensure systems are in place to support each of the service leads within the locality from the finance department in monitoring their budgets

Establish robust arrangements for the management of contracts / SLA’s within the locality or designated specialist service
Implement a streamlined system for the management of invoices across the locality ensuring that all service leads are proficient in the use of oracle and ensure timely payment occurs

Partnership Relations & Service Development

Work with partners to ensure an on-going dialogue is maintained to maximise the benefits of partnership working

Have lead responsibility for ensuring the provision of the relevant locality input into service development initiatives

Lead on participating in and providing the locality response to any commissioning review of services within that locality or specified specialist service

Lead on workforce planning and development for the locality and named    Directorate/profession wide initiatives

Lead on developing and implementing a service development strategy for the      locality/profession/service

Lead on developing a workforce development strategy for the locality and Directorate wide services where relevant

Lead on developing a strategy for user involvement in planning and developing services

Human Resource Management

Provide management support to designated direct reports ensuring that all individuals work to agreed objectives and continuing professional development plans in line with best practice principles.

Take the lead for the locality/professional group on responding to and developing strategies to comply with Human Resource standards and initiatives 

Ensure that there is a robust strategy in place across the locality to recruitment and selection of staff ensuring timely recruitment to vacancies

Ensure robust systems are in place for supervision and appraisal to take place that is of high quality and is recorded in line with Trust standards

Ensure staff compliance with Trust statutory and mandatory training requirements

Take the lead on workforce planning for the locality in line with and contributing to the Trust workforce strategy 

9.   Performance Management

Co-ordinate the timely collation of data, for example, activity and key performance indicators.

Ensure productivity targets and objectives are identified and met.  

Work with colleagues to communicate service targets to frontline staff encouraging and facilitating staff involvement and commitment at all levels.

Ensure adherence to agreed strategies that facilitate continuous quality and service improvement to patients.

Identify cost improvement, service development and income generation opportunities within the service and work with colleagues to devise strategies to capitalise on these.

Monitor the delivery of commissioned levels of service within the allocated resources and develop action plans to manage any variances.

Ensure good links with all other departments through regular meetings with colleagues and by establishing a visible and effective presence.

Participate in the Trust Governance Groups, presenting policies/guidelines/documents and providing feedback. 

Work with clinical teams in the development of care pathways ensuring seamless and safe provision of care.

Undertake regular reviews of staffing and relevant professional team establishments / skill mix and advise the Clinical Director/Service Director of any changes required to meet service needs

Work in partnership with clinicians and members of the multi-disciplinary team to continually assess the quality and appropriateness of relevant areas of professional practice and to agree / implement an overall approach to service improvement through policy refinement and individual practitioner development

Undertake, in collaboration with professional leads, regular monitoring to ensure that all staff within the services are aware of health and safety at work and actively work to ensure a safe environment, reporting hazards, accidents and incidents promptly in line with Trust policies

Work to ensure the governance agenda is delivered and maintained and that audit, research and development are core to the practice of all staff.

Lead and develop audit cycles with clear framework to address gaps and encourage/praise good practice 
This job description gives a general outline of the post and is not intended to be inflexible or be a final list of duties. It may therefore be amended from time to time in consultation with the post holder.



	
	


TRUST POLICES 

Confidentiality & Data Protection

All employees must abide by the principles outlined in the Data Protection Act 1998 and the Freedom of Information Act 2000, as per the Trust’s Information Security Policy.

In the course of your employment you may become aware of information, including medical information, relating to patients, visitors or members of staff. Such information is confidential, and must not be passed on to anyone other than those authorised to receive it in the course of their duties.  Staff are reminded that a breach of their duty of confidentiality could lead to disciplinary action up to and including dismissal.

All information and data, made or received by you and kept in whatever form, concerning the business of the Trust shall be the property of the Trust.  When required, or on the termination of your employment you shall give all such information and data to your manager. You shall also return all Trust equipment issued to you during the course of your employment.

You must not remove any documents, computer disks/tapes or other electronic storage device containing any confidential information from any of the organisations premises at any time without proper advanced authorisation. Where authorisation is granted and the documents are in electronic format, you must transport them in an encrypted format to current NHS standards. For paper copies, these must be transported in a secure, robust envelope/container. 

All records, both paper and electronic, must not be left unattended or in an unsecure location at any time. All such documents, computer disks/tapes or other electronic storage devices and copies are the property of the employer, as is any other material whatsoever in your possession relating to the organisation or its personnel, suppliers, clients or affairs. 

Data Protection – Your Data

As part of your employment with Community Health Newham we will need to maintain personal information relating to your work on your personal file.  You have a right to request access to your personal file via the Human Resources Department.

Health & Safety

Under the Health & Safety at Work Act (1974), it is the responsibility of individual employees at every level to take care of their own health and safety and that of others who may be affected by their acts and omissions at work. This includes co-operating with management in complying with health and safety obligations to maintain a safe environment and particularly by reporting promptly any defects, risks or potential hazards.

You must co-operate with Management in discharging its responsibilities under the Health and Safety at Work Act 1974 and ensure the agreed safety procedures are carried out to maintain a safe environment for patients, employees and visitors.
Equal Opportunities

The post holder must comply with and promote the organisation’s Equal Opportunities Policy and avoid any behaviour which discriminates against colleagues, potential employees, patients or clients on the grounds of gender, sexuality, age, race, ethnic or national origin, religion, disability or social class.

You are at all times required to carry out your responsibilities with due regard to the Trusts Equal Opportunities Policy and to ensure that staff receive equal treatment throughout their employment with the Trust.

Conflict of Interests

You are not precluded from accepting employment outside your position with the Trust.  However such other employment must not in any way hinder or conflict with the interests of your work for the Trust and must be with the knowledge of your line manager. 

Risk Management

Risk Management involves the culture, processes and structures that are directed towards the effective management of potential opportunities and adverse effects. Every employee must co-operate with the Trust to enable all statutory duties to be applied and work to standards set out in the Risk Management Strategy.

Personal and Professional Development/Investors in People

The Trust is accredited as an Investor in People employer and is consequently committed to developing its staff.  You will have access to appropriate development opportunities from the Trust’s training programme as identified within your knowledge and skills appraisal/personal development plan. 

Infection Control

Infection Control is everyone's responsibility. All staff, both clinical and non clinical, are required to adhere to the Trusts' Infection Prevention and Control Policies and make every effort to maintain high standards of infection control at all times thereby reducing the burden of all Healthcare Associated Infections including MRSA. In particular, all staff have the following key responsibilities:

Staff must observe stringent hand hygiene.  Alcohol rub should be used on entry to and exit from all clinical areas.  Hands should be washed before and after following all patient contact. Alcohol hand rub before and after patient contact may be used instead of hand washing in some clinical situations. 

Staff members have a duty to attend infection control training provided for them by the Trust as set in the infection control policy. 

Staff members who develop an infection that may be transmissible to patients have a duty to contact Occupational Health.

Safeguarding Children and Vulnerable Adults
To carry out responsibilities in such a way as to minimise risk of harm to children or young people and promote their welfare in accordance with the Children Act 2004 and Working Together to Safeguard Children, HM Government 2010.HM Government 2010.
Smoking/Alcohol

The Trust provides a smoke-free work environment and has a No Smoking Policy in all its premises.  Staff must not be on duty under the influence of alcohol.

Service User and Carer Involvement

ELFT is committed to developing effective user and carer involvement at all stages in the delivery of care.  All employees are required to make positive efforts to support and promote successful user and carer participation as part of their day to day work
This Job Description is not meant as an exhaustive description of all aspects of your role as duties will vary according to the needs of the service.  All such variations will be by reasonable request and agreement with your line manager and will be commensurate with the status and banding of the post.

Deputy Borough Director

PERSON SPECIFICATION

	Factors
	Essential 
	Desirable
	How Tested



	Educational/Qualification
	A relevant professional qualification.
A relevant management qualification or equivalent experience 

Educated to Masters level or equivalent experience

	
	A

	Experience
	Substantial relevant management experience including experience of shaping and delivering significant change in health/care services.

Experience of developing effective partnership working with service users and carers.

Substantial experience of working in diverse environments.
Proven effective partnership working with statutory, voluntary and community sectors

	
	I


	Knowledge/Skills


	Detailed knowledge of legislation and the statutory responsibilities of health and social care agencies.  

Ability to lead and manage change, securing ownership and commitment to shared vision and objectives across disciplines and organisations.

Ability to manage, motivate and engage staff from a variety of professional and organizational backgrounds, identifying, securing commitment to, and implementing new ways of working across traditional boundaries.

Ability to identify and resolve conflict effectively.

Ability to model and promote equal opportunities and anti-discriminatory practice and service delivery.

Ability to deal effectively and constructively with issues of poor performance, conduct etc.

Highly developed skills in interagency and partnership working.

Negotiating, influencing and problem solving skills.

Ability to plan strategically and work closely with a range of stakeholders and other providers in planning future service provision.

Ability to manage substantial financial and other resources within relevant regulatory frameworks and budgetary limitations.

Excellent verbal and written communication skills.

Good presentation skills.

Ability to interpret data and synthesise complex information from a range of sources.

Ability to use up-to-date information and communications technology.

	
	I
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