UNITED BRISTOL HEALTHCARE NHS TRUST

DIVISION OF SURGERY HEAD & NECK
JOB DESCRIPTION

Post:


Senior Supervisor for Medical Administration

Grade:

Band 5
Location:

Bristol Eye Hospital

Accountable to:
Performance and Operations Manager

Responsible for:
All staff within areas of responsibility




JOB PURPOSE/SUMMARY

The post holder will be responsible for Medical Administration within the Bristol Eye Hospital. This includes management of the Medical Secretaries within the hospital, monitoring and management of the planned activities for all medical staff, and management of the rotas and changeovers for Junior Doctors.

Key responsibilities include: the management of the medical secretary and personal assistant staff within Medical Administration; the implementation of all relevant operational, Human Resource, and other Trust/local policies/procedures; the day-to-day management of departmental performance; management of the changeover of junior doctors; acting as a first point of contact for medical staffing enquiries.
The post-holder will be required to: use initiative and take responsibility for daily decision making; have an innovative approach to problem solving and developing services; ensure effective and efficient delivery of service to meet service demands. The post-holder will also attend meetings as required, and work flexibly to meet departmental and service needs

The post holder will be based in the hospital Management Office, and will provide cover for general enquiries in the office when other staff are out of the office or away from their desks.
MAIN DUTIES AND RESPONSIBILITIES

· Responsible for day-to-day management of the Medical Secretaries and Personal Assistants, to ensure effective service delivery

· Evaluating and adjusting staff duties and staffing levels as required

· Deputising for Performance & Operations Manager and other colleagues as and when required.

· Deputising and liasing with other Senior Supervisor staff in other departments as and when  required.
· Liasing with Trust trainers to ensure all staff are appropriately trained for duties.
· Liasing with appropriate Heads of Departments
· Analysing workloads and implementing alternative systems of work to accommodate increasing and changing demands of service

· Providing cover for general enquiries in the Bristol Eye Hospital Management Office.

· Any other duties, appropriate to the grade of post, as directed by the line-manager

Operational Management

· Implementing and complying with all general UBHT and local policies/procedures (e.g. Patient Access Policy)

· Contributing to the formulation, implementation and monitoring of operational policies within the Division, taking a lead where required

· Developing involvement with Clinicians and heads of Departments to facilitate a smooth service delivery within all areas of Bristol Eye Hospital.

· Ensuring that clear and effective methods of communication are in place between the staff within Medical Administration, and between the Medical Administration department and other areas, both inside and outside the Bristol Eye Hospital. 

· Attending and participating in relevant meetings within the Division, and Trust to represent Medical Administration and/or the Bristol Eye Hospital. 

· To support the continuous improvement of the Medical Administration service. This may involve contributing to regular reviews of administrative systems and processes, and introducing new ways of working.  
Financial

· Maintaining appropriate systems and processes for recovery of income through tracking of private patients and overseas visitors (if appropriate)

· Liasing closely with BEH Performance & Operations Manager for effective financial budget management within financial targets. 

· Assisting in the financial management of the Medical Administration service through regular review to identify potential efficiency savings.

Human Resources

· Developing and implementing regular meetings with staff from each area, and ensuring an effective communication process.

· Contributing to the review, monitoring, development, and implementation of flexible ways of working within Trust policies to meet changing needs of the service to ensure effective retention and recruitment.

· Assisting in recruitment of Administrative & Clerical staff within Bristol Eye Hospital.

· Managing staff who are responsible for day to day operational service delivery

· Supporting compliance with, and implementation of, HR policies, liasing with HR as appropriate.

· Implementing the Knowledge And Skills Framework for all Medical Administration staff and managing the appraisal process for these staff.  

· Liaising with Performance & Operations Manager to review staff training & development needs, to ensure fair and equitable use of training resources 

· Responsible for orientation and induction of new secretarial staff

· Taking responsibility for own personal development.

Scheduling 

· Identification of vacancies for all grades of medical staff and subsequent liaison with medical staff department in HR to ensure timely recruitment and information to all departments.
· Liaise with nominated junior medical staff to assist with the arrangement of on-call cover, and communication this to all departments involved.  Also assist with arranging cover for sickness absence and locum cover as appropriate for medical staff.
· Responsible for accurate processing and recording Doctors’ annual and study leave and advising them of their entitlements.
· Responsible for arranging and managing the Induction Programme for all new medical staff, including the regular rotation of Junior Doctors and any other new medical staff recruited throughout the year.
· Keeping up to date with Medical Human Resources issues, attending meetings and training sessions as required.
· Keeping an overall record of all medical staff and their programmed activities. 
· Liaising with the Senior Admissions Coordinator and the Senior Supervisor for Medical Records to enable the correct allocation of outpatient and theatre sessions, as determined by training requirements and service demand.
· Communication of any changes to scheduled sessions to all departments, to enable the timely organisation and booking of patients.
Strategy & Planning

· Supporting the Performance & Operations Manager in production of performance reports, as required.

· Contributing to Strategic and Service Planning by preparing achievable plans within the Medical Administration Department, in line with Directorate and Trust Strategy.

· Contributing to service development work within the Bristol Eye Hospital as required.

· Liasing with your equivalent peers in other hospitals and departments

· Ensuring you remain up-to-date with changing practices.


General information:

Job descriptions

All job descriptions are subject to review.  Jobholders 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 General 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 HEALTHCARE NHS TRUST

PERSON SPECIFICATION - for recruitment

 Senior Supervisor - Medical Administration 

	
	
	Essential


	
	Desirable

	Qualifications / Training
	QT1


	Qualified to at least A-level or equivalent. 


	QT2


	Specialist qualifications e.g. secretarial, administrative. 

	Experience
	E1

E2

E3

E4
	Experience of working as part of a team, or managing a team

Experience of workload prioritization and meeting deadlines 

Experience of time management/scheduling, for self or for others.

Experience of producing work to meet deadlines or standards. 


	E5

E6

E7

E8

E9

E10
	Experience of working in a customer/patient focused organisation. 

Experience of working in a large organisation. 

Experience of problem solving or service improvement as part of a previous job.

Experience of line management of staff

Experience of recruitment of staff.

Experience of monitoring others against standards or deadlines as part of a previous job.



	Skills / Abilities / Knowledge
	SA1

SA2


	Ability to communicate clearly in writing and verbally.

Computer literacy including ability to use Microsoft Word, Excel, Outlook and Internet Explorer.


	SA4
	Ability to use other elements within Microsoft Office package e.g. Powerpoint, Access, Frontpage.

	Aptitudes


	A1

A2
	Willingness to develop as a professional in NHS management.

Willingness to be trained in the use of new processes or systems, including computer-based systems.


	
	


(Geoff Underwood 29/06/07)

