United Bristol Healthcare Trust

Trust Services Division

Job Description

Post: Schools Liaison Assistant  
            Hours: 22.5

Band: 3




Type of Contract: Term Time only preferred
Location: Jobs@UBHT                                                                     but some flexability avaialable
Responsible to: Schools Liaison Coordinator
Accountable to: Assistant Director of Human Resources
Job Summary
The post holder will assist the Schools Liaison Coordinator in the development and implementation of a Schools Liaison Programme for United Bristol Healthcare NHS Trust. The programme aims to promote the Trust amongst local young people and our potential workforce. In addition, the Schools Liaison Programme will highlight career opportunities within the NHS with the long term aim of improving the recruitment of local young people. This supports the Trust’s commitment to increasing the diversity of its workforce, at all levels of the local labour market. 

Key work streams

For the post holder to assist the Schools Liaison Coordinator in developing a cost effective and sustainable programme with students at all key stages right up to the relevant college courses, in the following key areas:

1. Work experience
· Work closely with the work experience coordinator

· Assist the Schools Liaison Coordinator and work experience coordinator in developing and coordinating curriculum linked work experience

2. Schools Partnership Programme
· Assist the Schools Liaison Coordinator in working with specific schools/colleges who are committed to developing a sustainable yearly partnership programme.

· Assist the Schools Liaison Coordinator in organising enrichment/taster days to assist schools with the delivery of their curriculum, raising student aspirations with subjects such as, Health and Social Care, Science and Engineering. 

3. Careers advice and information
· Attend careers fairs, conventions and conferences.

· Assist the Schools Liaison Coordinator in organising visits or tours for students who wish to see people working in the Trust.

4. Community and Corporate Social Responsibility
· Assist the Schools Liaison Coordinator to develop working relationships with the community 
· Work with local community charities to assist with relevant activities for their young people.
5. Teacher’s professional development
· Assist the Schools Liaison Coordinator to organise study days for teachers in partnership with external agencies such as Connexions. 
· Assist the Schools Liaison Coordinator in enabling teachers to work within the Trust, shadowing staff relevant to the subject they teach.

Main duties and responsibilities 
1. Managing coordinating and developing a service
· Assist the Schools Liaison Coordinator in the delivery of the Schools Liaison Programme in an appropriate and professional manner, ensuring the Trust adheres to all relevant regulations.

· Assist Schools Liaison Coordinator in developing other schools initiatives where appropriate 
· Assist Schools Liaison Coordinator in promoting partnership working with other external organisations relevant to the development of the Schools Liaison Programme.

· Responsible for the  organisation and administration of work relating to the Schools Liaison Programme, providing support to the Schools Liaison Coordinator
2. Communications and working relationships

· Awareness of potential barriers to understanding due to the age and social background of the students.

· Assist Schools Liaison Coordinator in the marketing of the Schools Liaison Programme within the Trust and local community sharing achievements within UBHT and the Community.

· To ensure all communication is shared and acted upon to ensure the smooth running of the service.
· Responsible for notifying the Schools Liaison Coordinator of any problems that require resolving

3. Human Resources

· Assist Schools Liaison Coordinator in developing the Ambassadors Network 
· Take minutes at meetings with Ambassadors, ensuring a relevant and structured agenda is made available for each meeting. 

· Keep abreast of local and national issues, new practices and national recruitment campaigns.

· Promote people’s equality and diversity rights within the Schools Liaison Programme.
· Participate in general clerical duties as required.
· Participate in training courses as required for the development of the service.
4. Information resources
· Act as a central source of information, advice and guidance to others concerning specific activities and schemes.

· Responsible for Health and Safety issues when working with students under the age of 18.
· Assist Schools Liaison Coordinator in creating, updating and maintaining the data base for SLP information in accordance with the data protection act

· Assist the Schools Liaison Coordinator in the implementation of IT development

Reviewed and agreed: 

General information:

Job descriptions

All job descriptions are subject to review.  Job holders are expected to be flexible and be prepared to carry out any similar or related duties which do not fall within the work outlined.  Any review will be undertaken by the line manager, in consultation with the post holder.

Health and safety

Under the provisions contained in the Health and Safety at Work Act 1974, it is the duty of every employee to:

· take reasonable care of themselves and for others at work 

· to co-operate with the Trust as far as is necessary to enable them to carry out their legal duty

· not to intentionally or recklessly interfere with anything provided including personal protective equipment for Health and Safety or welfare at work.

Senior Management (including Clinical Directors and Divisional Managers
Senior Management is responsible for the implementation throughout the Trust of suitable arrangements to ensure the health, safety and welfare of all employees at work and the health and safety of other persons who may be affected by their activities.

Where health and safety matters cannot be resolved at Senior Management level the appropriate Executive Director must be notified.

Line Managers

Each manager is responsible for the health and safety management of all activities, areas and staff under their control.  This includes responsibility for ensuring risk assessments are completed and implementation of suitable and sufficient control measures put in place.

Health and safety issues are dealt with at the lowest level of management practicable.

Where health and safety matters cannot be resolved at a particular management level the appropriate Senior Manager must be notified.

Clinical Governance

Clinical Governance is the framework through which this Trust is accountable for continuously improving the quality of its services and safeguarding the high standards of care.  It does so by creating and maintaining an environment in which excellence in clinical care will flourish.

Every member of staff must work within this framework as specified in his/her individual job description.  If you have concerns on any clinical governance matters these should be raised with your line manager, professional adviser, or a more senior member of management.  Your attention is also drawn to the Trust guidance on Raising Concerns about Provision of Patient Care.

The Working Time Regulations 1998

You are required to comply with Trust policy on implementation of the Working Time Regulations, including declaration of hours worked and breaks taken, completing written records if required, and reporting any instances where your pattern of working hours may constitute a health and safety risk to yourself, patients, the public an other Trust employees. You have the right not to be subjected to any unlawful detriment by reporting any concerns under the Regulations.

Additional Work

You are required to disclose any additional work you undertake or are planning to undertake for another employer.  The Trust will permit you to undertake this additional work providing the Trust is satisfied that this does not conflict with the interests of the organisation, performance of your normal duties or with the requirements of the Working Time Regulations.
United Bristol Healthcare NHS Trust

Trust Services Division
Schools Liaison Assistant
Person specification
	
	
	Essential
	
	Desirable

	Qualifications

Training
	QT1

QT2


	GCSE in English
Knowledge of procedures, systems and administration acquired through experience and training to Level 3 NVQ or equivalent and ECDC or equivalent.
	QT3
	A minimum of one years experience working within the NHS 



	Experience
	E1

E2

E3


	Experience of working in a pressurised office environment
Experience of successful working relationships with multi professional staff groups.

Experience of working with external agencies
	E4

	Experience of working within current recruitment and retention initiatives.

	Knowledge

Skills

Abilities
	SA1

SA2

SA4

SA4

SA5
SA6
	Ability to communicate effectively with a wide range of people both verbally and in writing.

Ability and skills to deliver effective presentations using IT.

Ability to demonstrate flair, creativity and innovation.

Ability to persuade, influence and negotiate with others both within the Trust and externally.

Ability to think laterally and creatively.

Ability to exercise judgement in relevant situations to the role.
	SA7
SA8
SA9

	Knowledge of 14 -19 curriculum developments and the need for Work Related Learning within schools for both students and teachers.

Knowledge of schools within the Bristol area

Knowledge of careers within the NHS and relevant qualifications and courses required to achieve a particular career.

Knowledge of windows based 

	Aptitudes
	A1

A2

A3

A4

A5
	Initiative and drive to achieve results and deliver positive outcomes.

Flexible and adaptable approach.

Excellent organisational skills
Reliable

Attention to detail
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