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JOB DESCRIPTION

	JOB TITLE: 
	Head of Operations, Infrastructure – Financial Viability Lead

	BAND:

	8C

	DEPARTMENT:
	BCHS Managers

	DIRECTORATE:
	Bedfordshire Community Health Services

	REPORTING TO:
	Deputy Director BCHS

	ACCOUNTABLE TO:
	Director BCHS


	JOB SUMMARY

	· Responsible for leading and managing all administration provision across Community Health Services.  This includes managing both general, management and clinical administration hubs.
· Responsible for leading and managing Community Health Services Single Point of Access (SPoA).  This is the telephone and email access point for all service referrals which is maintained 24/7.
· Provide local oversight of community health services contracts, in particular product related and non-pay high cost contracts such as continence products, wheelchair provision.  Support of the management and update of the wheelchair, continence and phlebotomy services contracts.

· Support a local estates strategy representing management, clinical and administration services in respect to matters surrounding the estates of Community Health Services, this includes clinical estate required to deliver safe community health services.
· Support the ELFT integration agenda with sourcing and reviewing opportunities for mental and physical health service estates and administration integration.

· Support the development of a local IT/Digital strategy and to represent all community health services in matters relating to the provision of IT and digital development of clinical services across community health services.
· To review financial viability of new service funding and service delivery and development as community services integrate and evolve.  This is in reference to new funding streams to support Urgent care, virtual wards, the falls pathway and the emerging ageing well agenda.


	Key Responsibilities

	· Lead an efficient and effective administration service that is customer-focused and meets the needs of the community health services.

· Lead and develop the Single Point of Access (SPoA) service according to changing service needs ensuring maximum responsiveness and efficiency.

· Provide professional leadership and management to all administration staff within the community health services with an effective and efficient management and supervision structure.  Looking for opportunities to integrate with Mental health services administration function and reviewing any potential financial impact
· Take lead responsibility in overseeing the continence, wheelchair and phlebotomy service contracts, developing, and implementing cost saving systems. Audit any changes to support the delivery of efficient and high quality services.
· Provide significant input into the rationalisation of BCHS Estates responding to the complex and challenging needs of services, looking for and managing integration opportunities for mental and physical health estates and reporting any cost efficiencies or risk
· Develop and implement e-referrals systems/tools to enhance service user experience whilst adhering to the Trust’s IT and access strategy
· Lead the identification and development of advancing digital technologies referring to clinical staff when required with respect to clinical and non-clinical pathways and to recognise quality/patient experience improvement, patient outcomes and financial effectiveness
· Pro-actively contribute to the continual improvement of data and informatics, report outputs and analysis, providing support and knowledge associated with the delivery of SPoA and administration services.
· Create and maintain project plans to ensure effective delivery of projects on time and to the required quality, involving a range of stakeholders across organisational boundaries.
· To have autonomy to make decisions about direction of the projects and service improvements in the best interest of community health services, providing written reports to DMT as required
· To use analytics and improvement methodology to monitor use of systems and reporting identifying areas for growth and financial viability.
· Participate in the Trust head of administration forum, ensuring parity and consistency across Directorates/Localities.
· Attend and contribute to Directorate Management Team (DMT) meetings.
· Supports the senior management on call rota.



	Main Duties and Responsibilities

	Communication & Relationships
	· To deputise for the Associate/Deputy Director at internal and external meetings as required with delegated responsibility for decision making.

· Ensure good information flow and communication within the admin service, including two-way briefing.
· Responsible for the production of data analytics and reports according to the local reporting schedule.
· Develop and maintain working partnerships with a wide range of statutory and independent sector services for the purpose of service delivery and development.
· Overall responsibility for liaison with other Trust departments in relation to local identified work streams.

· Respond quickly to concerns expressed by service users, carers or others and resolves any shortcoming or failures in processes, systems, facilities and services that contribute to service user care.
· Responsible for ensuring service complaints are managed according to Trust policy.
· Responsible for the management and positive development of a range of strategic and operational relationships external to the company, working with other organisations at a senior level.
· Developing and maintaining effective working relationships with colleagues across the organisation.
· Engaging positively and effectively with external providers, colleagues and other external stakeholders, this may include representing community health services at senior stakeholder meetings 
Key relationships: 

Internal
· Director and Associate Directors (CHS and MS services)
· Senior Management and Business Support teams 

· Senior clinicians 

· Estates and Facilities 

· IT 

· Finance 
· Contracts (Business Development unit) 
External

Operational and service managers across the NHS including the CCG
· Operational and service managers in the Local Authority 


	Strategic Leadership
	· To provide strong leadership and advice across BCHS in the development of a culture that recognises how services operate through all service redesign and utilise appropriate systemic arrangements.

· To ensure that there is an Operational Strategy and associated policies, protocols and guidance to inform the continued development of robust arrangements and practice in the Trust.

· To keep up to date with national legislation and guidance, local policy and service developments ensuring that the Trust takes account of these in its own arrangements.
· To lead and facilitate service involvement in redesign and transformation.

· To lead and manage a variety of work streams that underpin the Trust strategy, ensuring that there is a consistent and coordinated approach with other relevant Trust work streams in line with the Trust’s governance arrangements.
· Lead and support teams through times of significant unrest and change.
· Communicate complex ideas to audiences at all levels in relation to data quality.


	Planning & Organisation


	· Responsible for allocation of office and clinical spaces across the county, reviewing integration opportunities across MH and CHS.
· Demonstrates flexibility, effective time management and prioritisation skills in all aspects of the role.

· Where appropriate ensure quality of locality/site/department support services including patient welfare services, postal services and transport.
· To be responsible for leading the direction and coordination of respective professional service areas, work with peers in leading the organisations operational delivery, providing assurance for performance and financial measures, and ensuring compliance to legislation and regulations.
· Support of the Associate Director of Operations in the production of and delivery of reporting of quality, safety and contract monitoring schedules.


	Physical Skills
	· Chairs the locality administration meetings, but also other meetings in a deputising role for the Associate Director of Operations.

	Policy & Service
	· Works with other operational and service managers across the NHS and local authority in the development, co-ordination, control and implementation of strategic and operational policies and service delivery plans.

· Has overall responsibility for developing and implementing admin strategies, policies and procedures for the locality/service.
· Takes a lead role in developing policies, procedures, protocols and guidance ensuring compliance with contemporary best practice.
· To lead the Trust’s development, implementation, dissemination and review of policies as they relate to BCHS.

· To ensure there is an up to date Operational Policy and related policies and procedures as needed in line with national and local developments.

· To ensure that all Senior Management have access to advice and support to enable them to effectively navigate through the system.

· To ensure that SPoA systems capture relevant information and are used to support improvements in operational practice.

· To ensure that Trust patient electronic record systems (SystmOne) and care planning practice developments regularly reviewed.



	Management 
	· Takes a lead role in managing SPoA and Administration, Phlebotomy and Continence services and associated re-provision.

· Investigates complaints and untoward incidents relating to administration and SPoA, Bed management and quality team staff/services and submits reports to the Directorate/Locality Manager together with a plan of action to address any identified procedural changes, staff training or other action, which may be necessary as a result of the investigation.

· Exercises leadership and positive role modelling within the Locality/Service establishing and maintaining a high degree of commitment and motivation amongst staff.

· To line manage aligned staff for managing sickness, annual leave, study leave via monthly 1:1 meetings (supervision) appraisal to ensure there is a consistent approach to support directorate management teams across the Trust.

· To ensure documentation is comprehensive and of the highest standard in line with Trust policy.

· Plan, scope and write up business cases for the provision of capital funding and service development as part of the community health services development plans.

· To record relevant information as consistent with Trust record keeping policy.

· To provide service related information to senior managers and staff to aid day-to-day service management and future planning.
· Accountable for ensuring performance and financial delivery of the service have responsibility for ensuring the delivery of safe and high quality services that are delivered within the defined financial envelope.


	Human Resources
	· Ensure that all staff are annually appraised and developed and that their training needs are met.

· Manage the recruitment, selection and induction of staff, undertaking a review of all posts as they become vacant and negotiating changes to the staff establishment and/or skill mix before recruiting to the post.

· Manage staff performance in line with relevant Trust policies and procedures.

· Play an integral part and assumes a lead role in managing sickness and absence stablish effective interpersonal channels of communication.

· Lead on staff recruitment and retention for the service.

· Provide advice and support on issues of professional and personal development for staff within the team, working jointly with the Professional leads where appropriate.



	Research & Development


	· Undertakes specific project work when requested by the service Director.

· To lead on the design, development, co-ordination, delivery and evaluation of SPoA & Administration in line with Trust strategy.

· To work with colleagues to develop and promote an integrated outcome focussed approach.

· To promote and facilitate staff access key Trust resources.

· To promote a learning culture within BCHS that challenges practice, behaviour and beliefs in ways that facilitate positive change through a reflective approach.

· To provide briefings, advice and guidance on SystmOne to Staff, Managers and Directors.

	Freedom to Act
	· Where relevant, represents Trust-wide participation and influencing within project boards that impact admin services; eg, digital dictation, patient database developments, etc.

	Performance & Quality
	· Provides business plans for continuous service development through action planning, development and monitoring of services.
· Reports, as appropriate, on the performance of services delivered against approved business plans and financial targets as part of the overall Trust and locality performance assessment process.

· Ensures compliance with information governance standards and policies.

· Ensures compliance with NHS and local authority standards, targets and KPIs.

· To lead on collation, analysis, interpretation and report on a range of information and data in line with internal and external performance standards and requirements ensuring that standards are adhered to and reports made in a timely manner.

· To provide regular reports for SPoA.
· To ensure that incident reporting systems capture relevant information in relation to SPoA and that incident reports are followed up to support improvements in practice.

· To contribute to innovative practice through the Quality Improvement programme.


	Emotional Effort


	· Deals with staff grievance, disciplinary issues, disputes, may need to deliver unpleasant news.



	Mental Effort


	· Frequent concentration, work pattern unpredictable. Concentration required for planning, development of business plans, meetings and operational incidents



	Financial and Physical Resources
	· Manages relevant budgets within given resources, highlighting any emergent themes and trends and taking appropriate action.

· Where appropriate, manages admin budgets relating to designated areas, ensuring that expenditure is within budgetary constraints.


	KNOWLEDGE & SKILLS

	Knowledge, Training & Experience


	· Empowers direct reports to maintain the highest standards of service whilst encouraging and supporting innovation, improvements and developments to the service.

	Supervision


	· Provides supervision and support to direct reports assisting them in their professional development by annual appraisal, personal development, supervision and helping them to identify and facilitate their training needs.

· Ensures that, through effective leadership, supervision and risk management, difficult situations and crises are safely managed.

· To ensure staff follow Supervision Policy that sets out arrangements for supervision for all staff as appropriate to their role and enables the Trust to identify learning and development needs.

· To ensure that services have systems in place for monitoring uptake of supervision. 

· To participate in regular supervision with his/her line manager.




	Job Description Agreement

	This job description is intended as a guide to the main duties of the post and is not intended to be a prescriptive document.  Duties and base of work may change to meet the needs of the service or because of the introduction of new technology.  This job description may be reviewed from time to time and changed, after consultation with the postholder.


	Statement on Employment Policies

	In addition to the requirement of all employees to co-operate in the implementation of Employment related policies, your attention is drawn to the following individual employee responsibilities:-

	Health and 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 at work and that of others who may be affected by their acts at work, and to co-operate with management in complying with health and safety obligations, particularly by reporting promptly any defects, risks or potential hazards.



	Equal Opportunities
	ELFT is committed to equality of opportunity for all employees, job applicants and service users.  We are committed to ensuring that no one will be discriminated against on the grounds of race, colour, creed, ethnic or national origin, disability, religion, age, sex, sexual orientation or marital status.  The Trust commits itself to promote equal opportunities and value diversity and will keep under review its policies, procedures and practices to ensure that all employees, users and providers of its services are treated according to their needs.

For management posts, to ensure that within their service area fair employment practice and equality of opportunity are delivered.

	Dealing With Harassment/ Bullying In The Workplace
	The Trust believes employees have the right to be treated with respect and to work in a harmonious and supportive working environment free from any form of harassment and / or bullying.

The Trust has taken positive steps to ensure that bullying and harassment does not occur in the workplace and that procedures exist to resolve complaints as well as to provide support to staff.  It is your responsibility as an employee to abide by and support these steps so all employees can work in a harmonious, friendly and supportive working environment free of any harassment or intimidation based on individual differences.

Disciplinary action will be taken against any member of staff found to be transgressing the Harassment and Bullying Policy.

	No Smoking
	To refrain from smoking in any of the organisations premises not designated as a smoking area. ‘East London Foundation Trust is a Smoke free Trust – this means that staff must be smoke free when on duty or otherwise in uniform, wearing a badge or identifiable as ELFT staff or undertaking trust business.’

	Alcohol
	To recognise that even small amounts of alcohol can impair work performance and affect one’s ability to deal with patients and the public in a proper and acceptable manner.   Consumption of alcohol during work hours in not permitted.

	Confidentiality
	As an employee of the Trust the post-holder may have access to confidential information.  The postholder must safeguard at all times, the confidentiality of information relating to patients/clients and staff and under no circumstances should they disclose this information to an unauthorised person within or outside the Trust.  The post-holder must ensure compliance with the requirements of the Data Protection Act 1998, Caldicott requirements and the Trust’s Information and IM&T Security Policy.

To safeguard at all times, the confidentiality of information relating to patients/clients and staff.

	Data Protection Act

Data Protection – Your Data
	To maintain the confidentiality of all electronically stored personal data in line with the provision of the Data Protection Act. To carry out as duties as per Data Protection Act responsibilities with regard to the Access and Health Records Act 1990.
As part of your employment with East London Foundation Trust, 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.



	Safeguarding 
	All employees must carry out their responsibilities in such a way as to minimise risk of harm to children, young people and adults and to safeguard and promote their welfare in accordance with current legislation, statutory guidance and Trust policies and procedures. Employees should undertake safeguarding training and receive safeguarding supervision appropriate to their role.

	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.

	Personal Development
	Each employee’s development will be assessed using the Trust’s Personal Development Review (PDR) process.  You will have the opportunity to discuss your development needs with your Manager on an annual basis, with regular reviews. 

	Clinical Governance
	As an employee of the trust you are expected to support the Trust's clinical governance framework for monitoring and improving standards of care. You must do this by:-

· taking part in activities for improving quality

· identifying and managing risks

· maintaining your continuous professional development

	Professional Standards
	To maintain standards as set by professional regulatory bodies as appropriate.  

	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.


PERSON SPECIFICATION

	JOB TITLE: 
	Head of Operations, Infrastructure – Financial Viability Lead

	BAND:

	8C

	DEPARTMENT:
	BCHS Managers

	DIRECTORATE:
	Bedfordshire Community Health Services

	REPORTING TO:
	Deputy  Director BCHS 

	ACCOUNTABLE TO:
	Director BCHS


	ATTRIBUTES
	CRITERIA
	ESSENTIAL 
DESIRABLE
	SELECTION METHOD (S/I/T)

	Education,
Qualifications &
Training
	· Educated to Masters level or equivalent experience
	E
	

	
	· Postgraduate management qualification or equivalent experience


	E
	

	
	· Clear evidence of ongoing management development
	E
	

	
	· Project management qualification
	
	D

	Experience
	· Experience of operational management of clinical and support services
	E
	

	
	· Responsibility for management of significant budgets and an ability to deliver services within the defined financial envelope
	E
	

	
	· Experience of managing significant service transformation and change  within clinical settings and support service settings
	E
	

	
	· Significant staff management of clinical and non-clinical staff from a range of backgrounds in MDT settings
	E
	

	
	· Experience of performance management
	E


	

	
	· Experience of interagency working at senior level
	
	

	
	· Experience of strategy development
	E
	

	
	· Evidence of cost improvement plan delivery
	E
	

	
	· Capital planning experience
	E
	

	Skills and Abilities
	· A track record of working with a number of different business applications and databases, extracting and consolidating different data streams.


	E
	

	
	· Effective leadership skills

· Strategic thinker

· Effective verbal and written
	
	

	
	· Significant experience of working collaboratively across health and social care agencies to aligned outcomes
	E
	

	
	· Ability to analyse and present complex information to support management decisions  
	E
	

	
	· Able to influence, negotiate and build relationships with external stakeholders 
	E
	

	
	· Ability to work independently and plan own work effectively and efficiently


	E
	

	
	· Excellent communication and interpersonal skills


	E
	

	
	· Ability to audit, monitor and evaluate data and systems and produce reports and understanding strategic implications 
	E
	

	
	· Ability to demonstrate an understanding of governance and assurance frameworks


	E
	

	
	· Able to apply critical thinking skills to describe and explain the rationale and vision


	E
	

	
	· Ability to demonstrate a high level of personal and professional autonomy and accountability


	E
	

	
	· Ability to achieve change where there is significant resistance
	E
	

	
	· Proven track record as a motivational and supportive leader, with the ability to negotiate and provide empathy, reassurance and support
	E
	

	
	· Ability to think and operate strategically with the ability to translate into practical delivery
	E
	

	
	· Ability to develop and implement policies and operational systems and procedures
	E
	

	
	· Ability to manage work priorities in a rapidly changing environment
	E
	

	
	· Clear understanding and experience of working to high performance management standards
	E
	

	
	· Ability to constructively challenge proposed operational and workplace needs to ensure efficient and effective use of resources
	E
	

	
	· Confident and highly effective decision-maker in the absence of complete data
	E
	

	Other
	· Able to travel easily throughout the locality area

	E
	

	
	· Ability to self-motivate and to motivate others


	E
	

	
	· Ability to remain calm and show high level of emotional intelligence in stressful situations
	E
	

	
	· Demonstrate tact and diplomacy when dealing with conflict


	E
	

	
	· Current driving licence
	D
	


S: Shortlisting 
I: Interview  T: Test
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