			 

	1. JOB IDENTIFICATION

Job Title:                           Clinical Service Manager (Acute Services)
Responsible to:                 General Manager 
Department/Directorate:   Diagnostics


	2.  JOB PURPOSE

	
The Clinical Service Manager will be accountable to the General Manager for the management and control of the Directorate resources and for ensuring that service provision is underpinned by NHS Greater Glasgow and Clyde values and a culture of person-centred care. They will achieve business performance objectives within quality standards which pertain to their sphere of responsibility (e.g. ensure that performance targets are achieved such as agreed waiting list and time targets) and contribute to the corporate management of Acute Services through the Directorate Management Team. The Clinical Service Manager will also provide operational support to the General Manager in the efficient and effective delivery of all services across the Directorate.


	3.  ROLE OF DEPARTMENT

	
Acute Services provide a full range of secondary and tertiary clinical services to a population of 1.2 million covering 6 local authority areas, i.e. Inverclyde, Renfrewshire, East Renfrewshire, the City of Glasgow, East Dunbartonshire and West Dunbartonshire. Glasgow and Clyde have areas of great social need, deprivation and also an increasing diversity of ethnic minority groups. NHS Greater Glasgow & Clyde and its partners have seen improvements in these areas but there is still much work to be done to improve and develop existing services and to provide high quality facilities.

The Board has established three Sector/Directorates covering North (£178m budget), South Glasgow (£298m budget) and South Clyde Hospitals (£174m budget) and three Directorates with cross site responsibilities covering Women and Children’s services (£165m budget), Regional Services (£173 budget) and Diagnostics (£179m budget).    

Aligned to the above Acute Services is supported by a group of core system-wide Services which includes Planning, HR, Finance, Facilities & Capital Planning and Corporate Affairs.


	4.  ORGANISATIONAL POSITION

	
General Manager

Clinical Service Manager x2

Sector Superintendents x3




	5.  SCOPE AND RANGE

	
Diagnostic Directorate total budget - £179 Million
Diagnostic Directorate total staffing –  2,776 Head Count

Diagnostic Imaging budget - £66.7 Million
Diagnostic Imaging total staffing – 1,057 Head Count
		

The post holder will have delegated responsibility and accountability for budget and staff management relating to a specific area(s) within the GM remit of the Directorate. This post will be responsible for the management of North and Clyde sectors, Breast screening and dental hospital. Direct line management of senior team within clinical sectors and ultimate line management responsibility for all staff the senior team manage. Given the Board wide nature of the directorate this is fluid between the 2 post holders.
                   

	6.  MAIN TASKS, DUTIES AND RESPONSIBILITIES

	
Financial Management

1. Responsible for the operational management of the Directorate, including agreement and management of budget consistent with Standing Financial Instructions.  The post holder will hold managerial accountability for other staff that hold delegated budgetary responsibilities. This includes but is not limited to authorisation of the use of locum or bank staffing, vacancy approval, stock ordering, equipment replacement, and maintenance contracts. 

2. Control and review the utilisation of all resources and expenditure against planned performance activity ensuring that services are provided within available funds, ensuring value for money.

3. Ensure that Cost Improvement Programmes/Recovery Plans for the Directorate which are developed in conjunction with finance, HR, planning and OD colleagues are met.

4. Responsible for the procurement of equipment and services required to maintain service provision in conjunction with NHS GGC Procurement.

People Management

5. Lead, manage, motivate and develop a team of staff across all disciplines and multiple departments to  contribute effectively to the achievement of objectives and targets outlined in the overall strategy for the Directorate / Acute Services and that service provision is underpinned by NHS Greater Glasgow and Clyde values and a culture of person-centred care.

6. Act as an effective change agent, leading large scale organisational change programmes, and contributing to service improvements through the promotion and support of new systems of working across NHSGGC which are underpinned by NHS Greater Glasgow and Clyde values and a culture of person-centred care.

7. Ensure senior scientific and clinical staff are supported to be visible leaders of the workforce and that they have protected time to focus on improving efficiency and effectiveness of services within their designated remit.

8. Implement Staff Governance frameworks and appropriate systems and processes to ensure staff are treated fairly and consistently within the nominated GM area of responsibility i.e. diagnostic imaging or laboratories. The individual will work with colleagues outside of the nominated area to ensure consistent approach across the Directorate.

Service Delivery

9. Participate in the implementation of the Directorate Operational Plan through leading workstreams which ensure service targets are met to timescale and within available budget. Timescales vary depending on the nature of the work stream but usually deliver over no more than 2 financial years.

10. Develop detailed business plans for the Directorate consistent with the overall objectives of Acute Services and NHSGG on a 3 year basis with a rolling annual review.

11. Responsible for ensuring robust and auditable systems are in place to enable the successful monitoring of performance and the early identification of problem areas within the Directorate.

12. Responsible for the management of waiting lists / time targets and the planning and delivery of waiting lists / time targets. Ensure that waiting list initiatives are agreed and implemented to meet and maintain the waiting time targets.

13. Responsible, where appropriate, for the negotiation and delivery of waiting list activity contracts with external agencies/providers, ensuring the Directorate receives value for money. 

14. Ensure systems are in place to manage and monitor clinical governance responsibilities within the Directorate in line with the relevant professional standards and regulatory frameworks. 

15. Promote partnership working at all levels ensuring full participation by key stakeholders including staff, trade unions, patients, external partners in the decision-making process.

16. Provide business and general management support to the General Manager and to deputise as required

17. Liaise as appropriate with Health and Social Care Partnerships in order to improve the delivery of health and social care 

18. Provide project management support, and where required lead agreed projects within the Directorate / Acute Services.

19. Develop a robust and effective communication strategy to ensure that all staff are aware of the operational and developmental issues for the Directorate.

20. Ensure adherence to Health & Safety legislation within the Directorate and ensure processes are in place to identify risks and implement corrective action as necessary.

21. Contribute to the promotion and support of single system working across Glasgow and Clyde to improve service delivery.

22. Participate in the senior management on call rota as required



	7   SYSTEMS AND EQUIPMENT

	
The post holder will have keyboard skills and ability to use a range of IT equipment and will use a range of information and operating systems:

· Microsoft Office
· SSTS 
· eESS
· Job Train
· Medical Staff bank
· Patient Management Systems
· eKSF
· Internet/Intranet
· Datix
· Microstrategy
· CRIS


	8.   DECISIONS AND JUDGEMENTS

	
The post holder will have a high level of autonomy and will work in a self-directed way within the parameters set for the post.  They will prioritise workload and ensure delivery of an effective and efficient service in both a proactive and reactive manner.  

The post holder will be responsible to the General Manager.  Performance will be managed against agreed objectives that will be reviewed regularly but not less than annually. 


	9.   COMMUNICATIONS AND RELATIONSHIPS

	
The post holder will regularly communicate complex, contentious and at times distressing ideas, excellent communication skills are therefore paramount.  Highly developed negotiation and facilitation skills are required. The posts holder will regularly deal with complaints that have escalated due to lack of resolution, investigation and reporting of clinical incidents, negotiation with partnership colleagues, and conflict resolution/ mediation between staff members. There is a need for a high level of discretion and understanding of confidentiality in terms of both the individual and corporately. The post holder will communicate regularly both formally and informally with:

· Directorate Management Team
· Sector Management Teams
· Acute Services Management Team
· Clinical Directors 
· Clinicians, Managers, and staff of all grades within the Directorate / NHSGGC
· Staff representatives and full time Trade Unions Officials
· Health Protection Scotland
· Health Improvement Scotland
· National Services Division	
· Other Health Boards and External Organisations
· Members of the public
· MPs, MSPs, and local councillors
· Primary Care Management Team
· GP Groups


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

	
This post requires light physical effort. The role is largely office based and the post holder will be required to sit and/or stand in restricted positions for long periods of time while working on complex documentation or sitting in meetings.   

A high level of prolonged concentration is required when analysing a range of highly complex performance data or resolving problems that require to be investigated.  Operational and people management issues that demand an immediate response may involve frequent interruptions.  

The post holder is frequently required to deal with discipline and grievance issues including cases of serious misconduct. There is also a requirement to address performance issues when targets have not been met. 

The post holder may be exposed to aggressive or emotional behaviour when meeting with individuals or groups where the subject matter is contentious, highly sensitive or when dealing with complainants. 


	11. MOST CHALLENGING/DIFFICULT PARTS OF THE JOB

	
Ensuring service delivery meets demands and client expectations whilst remaining within the financial framework and achieving the quality standards required.

Managing a range of services and staff at a time of significant change whilst maintaining morale and motivation to deliver high quality services.

Managing a range of competing priorities within increasingly short timescales.

Ability to provide on-the-spot advice and direction to a range of professionals and other staff within the service.


	12,  KNOWLEDGE, TRAINING AND EXPERIENCE REQUIRED TO DO THE JOB

	
· [bookmark: _GoBack]Educated to Degree level or equivalent 
· Demonstrable track record of success in a senior management position within a large, complex, multi-unionised environment including experience of change management, conflict resolution, financial management, and dealing with complex HR issues.
· Ability to understand and manage budgets.
· Project management experience 
· A good understanding of the key strategic issues facing the NHS in Scotland and within NHSGGC with the ability to translate that understanding into planning/determining the future direction of the service.
· Demonstrate ability to effectively communicate highly complex information both verbally to multi-professional groups and through preparation of reports for senior managers/clinicians.
· Problem solving and decision making
· Experience of and ability to influence and motivate staff.
· Strong person-centred values
· Evidence of effective communication skills, written and oral.
· Negotiation skills, able to influence and persuade others
· Demonstrate good I.T. skills
· Leadership and team working skills
· Time management skills
· Proven ability to effectively manage and prioritise own workload and meet deadlines
· Proven ability to work under pressure
· Able to work flexibly





PERSON SPECIFICATION FORM

Job Title: -        Clinical Service Manager 

Department: -   Diagnostics

	Qualifications
	Essential ()
	Desirable ()

	· Degree or equivalent Management Qualification.
	Yes
	



	Experience
	Essential ()
	Desirable ()

	At least 5 years management experience within a large complex environment, preferably within NHS.

	Yes
	     

	Successful management and delivery of National Wait Time Guarantees.

	Yes
	     

	Ability to understand and manage budgets.

	Yes
	

	Problem solving and decision making

	Yes
	



	Behavioural Competencies
	Essential ()
	Desirable ()

	Ability to influence and motivate staff
	Yes
	     

	Proven ability to effectively manage and prioritise own workload and meet deadlines
	Yes
	

	Evidence of effective communication skills, written and oral
	Yes
	     

	Leadership and team working skills
	Yes
	     

	Proven ability to work under pressure
	Yes
	



	Other
	Essential ()
	Desirable ()

	Organisational skills 
	Yes
	     

	Team focussed
	Yes
	     

	Willing to work flexibly to meet service needs
	Yes
	     



