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JOB DESCRIPTION TEMPLATE


	1. [bookmark: _GoBack]JOB IDENTIFICATION

	 
Job Title:  Site Director Acute Services - Ayr

Responsible to (insert job title): Director of Acute Services

Department(s): Medical, Surgical, Health Records

Operating Division: Acute Services

Job Reference:

No of Job Holders: 1

Last Update (insert date): October 2019




	2.  JOB PURPOSE

	
The Site Director for University Hospital Ayris a Senior Management position to assist the Director of Acute Services to achieve the Board’s purpose, strategic commitments and corporate objectives and live by its values.  As a member of the Senior Divisional Management Team for Acute Services, the post has the full operational span of management responsibility across the University Hospital Ayr and shares responsibility with his/her colleague, Site Director, for  University Hospital Crosshouse, for the provision of equitable, safe, effective and patient centred care across Ayrshire.  The role includes the management of all doctors, nurses and other clinical and non-clinical staff within the span of the post holder’s responsibility.  The main elements of the role are:-

· To provide direction and leadership in the planning, management and delivery of all clinical and non-clinical services across University Hospital Ayr.

· To ensure the delivery of care which is responsive, safe, effective and patient centred.

· Through membership of the Senior Divisional Management Team of the Acute Services Directorate to fully contribute to and participate in the management and delivery of governance of the Board.
· To be a partner and support the integration of health and social care services with the aim of focussing services on the needs of users and carers across the Acute/Community Care Pathway.

· Lead on specific aspects of the Acute Services reform agenda linked to the delivery of the Board’s ambition “Caring for Ayrshire”.

· Take the lead in ensuring that national strategies are interpreted locally and the obligations and expectations of the organisation are transferred to and reflected in the relevant action plans for Acute Services.



	3. DIMENSIONS

	
NHS Ayrshire and Arran serves a population of approximately 376,000 people with the Ayr site serving approximately 157,000.

University Hospital Ayr is one of two General Hospitals.  NHS Ayrshire and Arran employs approximately 10,500 staff.  Of those staff, approximately 1,383 University Hospital Ayr staff will be within postholder’s remit.

Inpatient Services

University Hospital Ayr treats approximately 36,750 inpatients and day cases per year (elective and emergency).

University Hospital Ayr -  308 beds, breakdown as follows:

	Medical
	Surgical

	
	

	Station 5 – Coronary Care – 6 beds
	

	Station 6 – General Medicine – 24 beds
	Station 2 – Vascular – 23 beds

	
	Station 3 – [General Surgery – 22 beds Ophthalmology -2 beds]

	Station 8 – General Medicine – 24 beds
	Station 4 – Urology – 23 beds

	Station 9 – General Medicine – 24 beds
	Station 10 – Trauma and Orthopaedic – 24 beds

	Station 12 – General Medicine – 24 beds
	Station 11 – Trauma and Orthopaedic  – 14 beds

	Station 14 – General Medicine– 24beds
	HDU –High Dependency – 4 beds
ITU – Intensive Care Medicine  - 5 beds

	Station 16 – Geriatric Medicine/Stroke – 24 beds
	Station 15 – Oncology – 12 beds

	Combined Assessment Unit  - [Acute Medicine - 15, General Surgery - 4, Vascular 2, Urology – 3]
	

	Medical High Care – 5 beds
	

	
	



Outpatient Services

University Hospital Ayr delivers approximately 46,000 new outpatient appointments per year and 98,000 review appointments, alongside a range of diagnostic services.

In addition, outpatient services associated to University Hospital Ayr are provided at East Ayrshire Community Hospital - approximately 4,500 appointments per year (new and review).

Budget - £75 million – the postholder is the budget holder for services detailed within the job description and deliveries and manages budgets for all areas. 

The key job purpose of the Site Director is to lead and manage safe, effective and person centred clinical service delivery and transformational change across the following service areas.

Medical Services – to include outpatient and inpatient services

· A&E and Clinical Decision Unit
· Acute Medicine services and Combined Assessment Unit (CAU commissioned in April 2017)
· All Medical Specialties:
General Medicine
Cardiology
Diabetology
Gastroenterology
Renal Medicine
Respiratory Medicine
Acute Geriatric Assessment
Stroke Services
Rheumatology
Dermatology Day Unit

Surgical Services - to include outpatient, day surgery and inpatient services

· Trauma and Orthopaedics
· General Surgery
· Theatres/Anaesthetics
· Vascular
· Urology
· Endoscopy
· Ophthalmology
· Plastic Surgery
· Day Surgery




	4.  ORGANISATIONAL POSITION

	
See Attached


	5.   ROLE OF DEPARTMENT

	
The Acute Hospitals Directorate is responsible for the management and delivery of all acute services and care across NHS Ayrshire Arran. 




	6.  KEY RESULT AREAS

	
1. Provide dynamic strategic and operational leadership delivering transformational change in meeting the primary function of the acute hospital to deliver high quality care and services, patient safety, access and patient/carer centred care.

2. Provide visible leadership throughout the entire hospital site, and where there are any environmental or service issues out with the direct responsibility of the Site Director, ensure these are brought to the attention of the appropriate service manager and relevant action taken.

3. Lead by example to shape the hospital’s culture by demonstrating and exemplifying positive behaviours and attitudes that represent the organisation’s agreed values and behaviours including developing partnership working. 

4. Develop and sustain clear lines of accountability from front line clinical services through the Site Management Team to the Acute Divisional Management team.

5. Deliver robust and effective acute hospital performance in clinical, financial and staff governance to achieve the highest standards of quality, patient safety, patient experience and the efficient use of staff and financial resources. This includes providing direct support to Senior Clinical staff with adverse incidents/accident reviews, action planning and monitoring and recording of improvement actions.

6. Deliver against national HEAT targets. 

7. Establish and maintain effective accountability and engagement arrangements with the local population including engagement with Public Forums, MPs, MSPs and the volunteer/third sector. 

8. Contribute to the NHS Ayrshire and Arran corporate planning process working closely with colleagues in Acute Services and the Health and Social Care Partnerships to design, deliver enhanced integration of care and services.

9. Deliver against the agreed objectives in the annual Acute Divisional Performance Plan.

10. Inspire, lead, manage, motivate and develop staff to empower them in the delivery of optimum standards of care and service,

11. Establish a performance management framework for the Acute Hospital to provide accurate, timeous information on performance against key National and local priorities.
12. Develop and agree the Acute Hospital operational budget with the acute Finance business partner on an annual basis.  Manage the budget to deliver the best possible use of financial resources, achieve an annual balance budget outturn and delivery against finance and Cash Releasing Efficiency Savings.

13. Implement continuous review to ensure that models of care continue to meet patient, carer and public needs and expectations. Develop detailed development business plans in meeting the Acute Divisions’ overall objectives.

14. Ensure that the Acute Hospital is compliant with relevant legislation and standards set by regulatory bodies including Health Improvement Scotland, Health and Safety Executive, Audit Scotland and the Scottish Government. 

15. Establish and maintain effective, inclusive arrangements and reporting on risk management, intelligence on patient experience, proactive management of complaints, adverse events, resilience and business continuity. 

16. Ensure that effective management and organisational arrangements are in place to take forward and implement all parts of the Quality Strategy across Acute Care.

17. Lead on monitoring, review, redesign and development of services, ensuring they are responsive and flexible and support the organisation’s required performance against national and local targets and standards to include:-

· HEAT
· Patient Flow
· Financial Governance
· Staff Governance / Engagement and Experience

18. Work in partnership with the Head of Access and Planned Care Transformation to ensure services have a strong customer focus.

19. Work in partnership with colleague Site Director for University Hospital Crosshouse to deliver safe, effective, patient centred and efficient services across acute sites, both from a service site-specific perspective and across Ayrshire, ensuring that patients receive equal service and that capacity is maximised across Acute Services.

20.  Ensure effective performance management and reporting arrangements are in place for direct staff reports to ensure that clinical and non-clinical acute services are provided in the most effective way.

21. In partnership with colleagues across the Senior Team, ensure that all clinical and support service strategies are fully integrated within the overall Board strategies.

22. Work in partnership with Head of Health Records Services to deliver health records and clinical administration services that underpin the safe and efficient provision of out-patient, inpatient and ambulatory care services across all sites in NHS Ayrshire and Arran.  This role spans all emergency departments, outpatient and inpatient services provided by the Acute Services Division.
Staff

23. The post holder within the scheme of delegation will have the authority to chair employee conduct hearings as where considered appropriate chair the appeal stage of the Management of Employee Conduct process.

24. Ensure that all relevant external service level agreements are in place, monitored and reviewed, and are managed in line with budget whilst reviewing all opportunities to reduce costs whilst maintaining the provision of high quality care.




	7a. EQUIPMENT AND MACHINERY

	
· Personal computer for production of relevant documentation and use of email
· Laptop and overhead projector for presentations
· Car for transportation between sites

	7b.  SYSTEMS

	
· Monitor and interrogate manual and computerised management systems
· Manipulation of data in excel spreadsheets for production of statistical information/reports




	8. ASSIGNMENT AND REVIEW OF WORK

	
The post is directly accountable to the Director of Acute Services and works under broad direction within the parameters of the priorities and policies and direction for NHS Ayrshire and Arran.  

Review of performance in the post is undertaken through agreement on annual performance objectives and annual individual performance and is formally appraised by Acute Services Director.  This will be in keeping with the Agenda for Change process. Informal appraisal and discussions about performance will take place on a more frequent basis with the Acute Services Director throughout the year.




	9.  DECISIONS AND JUDGEMENTS

	
The post holder will be required to make judgements and decisions involving highly complex facts or situations. This will require the independent analysis, interpretation and comparison of several options in order to demonstrate robust, evidence based and transparent decision making in relation to the highly complex decisions that are required to be made on a daily basis 
A thorough and logical approach to problem solving will be required as this post holder will be required to receive information from a range of sources, process this and ensure that decisions and judgements are made in a manner that takes account of all relevant corporate system wide agendas.
As budget holder for all services with the scope of this job.  Ensure effective standards of budget management and control are in place for all areas.




	10.  MOST CHALLENGING/DIFFICULT PARTS OF THE JOB

	
To deliver sustained improvement in unscheduled care and patient flow, ensuring these services are sustainable, patient centred, safe and effective.  To deliver maximum planned care productivity to include outpatient capacity, theatre utilisation and inpatient beds through same day admission for surgery where appropriate and the application and monitoring of timeous discharge processes.

Whilst maintaining operational focus on the acute site ensure that the transformation agenda for a single Acute Service is developed in line with the Strategic Caring for Ayrshire ambition.




	11.  COMMUNICATIONS AND RELATIONSHIPS

	
The post holder will communicate regularly with a wide range of senior clinical and non-clinical staff across Ayrshire and Arran.

Excellent communication skills are required in order to influence and persuade others and to negotiate as required.

Strong presentational skills are required, as is the ability to express views coherently and sensitively.   The following key relationships should be in place and continue to be developed:-

· Non-Executive Directors of NHS Ayrshire and Arran to ensure the provision of information and support to enable them to effectively fulfil their role as Non-Executives particularly in relation to understanding services provided by the hospital/Directorate
· Members of the Senior Management Team
· Managers across the system
· Clinical staff across the system
· Hospital Volunteers
· National and local representatives of Trade Unions and Staff Representatives, to build and further develop partnership working
· MPs/MSPs/Health Council/Public Representative Groups/Patient Representatives – imparting information or providing responses to questions/concerns about services

In this senior role the post holder will display a highly developed range of communication skills and ensure that their style and approach is appropriate to the need.  Examples of this are;



· Presenting key strategic decisions to large numbers of staff within Acute Services such as workforce change, restructuring, service redesign.
· Influencing members of the Acute Services senior management team, Directors and other senior stakeholders on highly complex decisions whereby a number of factors may require deliberation and conflict, i.e. finance, capital project proposals and staffing levels.
· As a senior representative of the organisation represent the ‘public face’ and ‘voice’ of the organisation at relevant public engagement events. 




	12. PHYSICAL, MENTAL, EMOTIONAL AND ENVIRONMENTAL DEMANDS OF THE JOB

	
PHYSICAL EFFORT
· Driving minimum of 1 – 2 hours per day
· Speed and accuracy when replying to queries
· Keyboard skills for production of paperwork and reports
· Carrying files and equipment as necessary approx. 7 to 8 lbs in weight approx. 5 to 6 times a day

MENTAL EFFORT
· Frequent concentration for periods of approximately 2 hours at a time e.g. attending meetings either as Chair or delegate, reviewing, checking and amending documentation. 
· When office based will receive frequent interruptions as regularly as every 10 to 15 minutes, on widely varying issues which can result in immediate re-prioritisation of present workload.
· Intense concentration for periods of one to two days at a time when preparing papers/reports i.e. formal paper for the Board, written reports for the Director of Acute Services, preparing for discipline and grievance matters.
· Participating (Chair) in formal hearings, e.g. disciplinary and grievance hearing panels requiring intense concentration for the duration of the event which can take between a half day to 2 days.

EMOTIONAL EFFORT
· Frequently giving unwelcome news to staff, e.g. disciplinary process including dismissal.
· Occasionally dealing with people with challenging behaviour and overcoming barriers to understanding especially when communicating contentious information.
· The ability to maintain professionalism and not be provoked by displays of abusive or disrespectful behaviour.

ENVIRONMENTAL
The post holder is required to be mobile across multi sites and may enter a number of clinical and non-clinical areas.




	13.  KNOWLEDGE, TRAINING AND EXPERIENCE REQUIRED TO DO THE JOB

	
Educated to Masters or equivalent, with extensive senior management experience within a large, complex organisation, preferably within the NHS or other Public Sector.

The post holder will have in-depth knowledge and experience of clinical, financial and HR management. 

The post holder will have a proven track record of working with senior executives and clinicians from a variety of fields, demonstrating an ability to work with and achieve outcomes with multidisciplinary groups with potentially conflicting goals and complex agendas.

The post holder will have excellent interpersonal, strategic and technical skills and the gravitas to earn the confidence and respect required to deliver in this high profile and demanding role.

A demonstrable track record of achievement in the provision of strategic, creative and innovative solutions in meeting organisational requirements, motivating staff and providing seamless patient care in conjunction with Health and Social Care Partners,, public and staff.

Ability to provide effective, credible communication in an exposed environment, and an ability to operate effectively under pressure.

The post holder must also demonstrate ability to develop a culture that encourages initiative, individual and team responsibility, and open communication.




	14.  JOB DESCRIPTION AGREEMENT

	
A separate job description will need to be signed off by each jobholder to whom the job description applies.

 Job Holder’s Signature:

 Head of Department Signature:

	



Date:

Date:
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