NHS SCOTLAND JOB DESCRIPTION TEMPLATE
	1. JOB IDENTIFICATION

	Job Title:

Transformation Programme Manager
Responsible to 
(insert job title):

Clinical Service Manager GP Out of Hours (OOH)
Department(s):

GP OOHs
Directorate:

Renfrewshire HSCP
Operating Division:

Job Reference:

No of Job Holders:

1
Last Update (insert date):

Adapted from 2019AS043



	2.  JOB PURPOSE

	To lead and manage specific transformational work across urgent primary care as required and directed in delivery of the GP Walk in Centre (WiC). 

This post will be responsible for providing delivery, direction and leadership for the development and operational management of GP in WiC delivering efficiencies and improving outcomes for the population in GGC and enable teams to deliver even better health and care outcomes for people in local communities.
Service Improvement/Redesign

To co-ordinate and project manage the process of implementing the redesign of a service. This will involve close working with GP OOHs management, senior clinicians and Local Authority partners.  
The Transformation Programme Manager is responsible for ensuring that the redesign agenda is achieved at all required levels and will work on behalf GP OOHs service and will assist clinical and non-clinical teams to test, measure and implement agreed changes to systems and process across a range of clinical and non-clinical service.
Planning and Performance
Provide a significant contribution to the development of the GP WiC and ensure performance management systems are in place to respond to, and enhance the quality of the services throughout GGC. The post holder will be required to support GP OOHs in interpreting and responding to national and Board wide strategic imperatives, and contribute to the strategic development of services across and beyond the GGC boundary. 
Performance Management
Provide a significant contribution to the development of systems to gather, collate and analyse timely performance management information to support the service in interpreting and responding to local, Board wide and national strategic and accountability imperatives, budgetary issues and its own strategy development.  




	3. DIMENSIONS

	The post holder may have responsibility for staff and resources at WiC and as defined by GP OOHs Clinical Service Manager.
The post holder will be responsible for monitoring progress against performance, budgets and overall spend for the allocated project.  
As part of the GP OOHs Senior Management Team, post-holder may be required to take strategic lead for agreed areas of organisation-wide development and change management that goes beyond the WiC.

The post-holder will work collaboratively at a senior level with partner organisations and others within and outside the NHS to drive forward.

The postholder will participate in GP OOHs oncall.




	4.  ORGANISATIONAL POSITION 
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	5.   ROLE OF DEPARTMENT

	NHS Greater Glasgow and Clyde (NHSGGC) is the largest NHS organisation in Scotland and one of the largest in the UK and services a population of approximately 1.3 million people. There are 232 GP Surgeries across 6 Health and Social Care Partnerships. 

As part of a new national network of centres, NHS GGC is due to open its first GP WiC in June 2026. The WiC will fall under the remit of the GP Out of Hours Service (OOH). The centre will complement local daytime General Practice and wider primary and community care services, and will have clear clinical pathways in place for opening.

The WiC will provide urgent clinical services to GGC population, Monday to Sunday and on Public Holidays between the hours of 12-8pm.


	6.  KEY RESULT AREAS

	· Responsible for a significant contribution to the implementation WiC and management of specific projects. 
· Taking a lead management role in project managing priorities as they relate to WiC specifically. Preparing project initiation documents which reflect needs of transformation/change project.
· Advice to GP OOHs Clinical Service Manager on lead project areas which would include risk management, processes to ensure effective implementation, financial impact or service delivery or development issues.
· To provide day-to-day operational management of clinical services ensuring continuity and smooth running of patient contacts.

· Development of communication and involvement strategies/processes for projects.
· Facilitate the organisation and design of engagement events. 

· Develop, implement and monitor effective performance management arrangements for the project and or service development area 

· Take a lead role level for service consultation involving users, carers, external agencies and partnership with staff.
· To act as a source of information and advice to the GP OOHS SMT on the implications of policy and strategic priorities. 
· To ensure that national and NHSGG priorities and policies are reflected in the and in the project management arrangements to ensure effective service delivery, including mainstreaming the equalities agenda.
· Take a lead on the production of business cases including benchmarking, option appraisal, and financial analysis to inform decision making processes within the service.
· Support and where appropriate lead on service improvement/service redesign initiatives and programmes using appropriate change management and service improvement tools and techniques.
· Formally respond to relevant policy documents as part of WiC, performance service redesign and improvement team, take a lead role where appropriate or delegated by GP OOHs Clinical Service Manager.
· Lead and contribute as appropriate to regional and national developments which relate to and are aligned with WiC. 
· Responsible for managing the WiC staff.

· Encourage the development of staff to their full potential using leadership programmes / activities, shadowing and secondment opportunities.

· Be responsible for recruitment and selection of staff and ensure appropriate induction for all new staff.

· Responsible for managing team/department budgets with delegated responsibility to senior staff. Ensure regular monitoring of the budget in liaison with the Finance Department and OOH Clinical Service Manager.
· Work in partnership with staff and staff organisations to promote mutual understanding and agreed ways of working.
Governance

· Will be responsible for ensuring that the project management and redesign associated activities are compliant with a range of Governance arrangements across the relevant areas.  These include Clinical Governance, Staff Governance, Financial Governance, Professional Governance and Care Governance arrangements.


	7a. EQUIPMENT AND MACHINERY

	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:
· Computers (Desktop and Laptop) 

· Mobile and landline telephones

· MS Office – Word, excel, access

· E Mail 

· Intranet and internet

· Electronic diary management



	7b.  SYSTEMS

	A range of IT applications will be employed including Access, Excel, Business Objects, along with all the standard packages within Microsoft Office; Word, PowerPoint, Outlook.  

· Detailed Working knowledge of managerial and financial systems.

· Responsible for developing Service-specific data and information to populate Information Management systems.

· Working competency in use of relevant IT systems and software packages.

· Utilising and updating electronic patient information management systems such as Adastra, TRAK and Clinical Portal.
People management requires operation of SSTS, eESS, Learn Pro, job train to facilitate general line management responsibilities through relevant HR systems and processes.
· Rota Management – Rota Master
· Incident Reporting - Datix


	8. ASSIGNMENT AND REVIEW OF WORK

	The post holder’s work will be mainly self-directed towards the achievement of agreed objectives under the broad guidance of the GP OOHs Clinical Service Manager.


	9.  DECISIONS AND JUDGEMENTS

	The post-holder is a member of the GP OOHs Service and directly accountable to the GP OOHs Clinical Service Manager. The post-holder will have a high level of autonomy and work in a self-directed way within parameters set for the post.

The post-holder will prioritise workload and ensure delivery of an effective and efficient project management approach to service development and review in both a proactive and reactive manner. The post-holder will be expected to prioritise his/her own work and deal with incidents and problems as they arise.
Performance will be managed against agreed objectives that will be review regularly but not less than annually. 

The post-holder will use their own initiative and act within the bounds of existing knowledge and skills. The post-holder will work through problems independently and will often need to make judgements and decisions when precedents do not exist, to deliver innovative and suitable solutions.



	10.  MOST CHALLENGING/DIFFICULT PARTS OF THE JOB

	The most challenging parts of the job are:

Managing multiple projects with competing demands and targets

Working within complex system of health and social care and multiple HSCPs within GG&C boundaries.
Ensuring presence in strategic planning is intelligent and makes a significant contribution through influence and negotiation to achieve policy goals.

Developing and establishing effective and robust performance management and reporting processes that support organisational accountability and service improvement.

Establishing credibility and productive working relationships with a wide range of local players including senior clinicians and managers, independent sector providers and user and carer representatives.
Managing conflicting demands that are often wide ranging and complex in nature.

Managing a significant workload, balancing constant, varied and changing demands, and balancing long-term strategic issues with day to day operational demands of the role.
Resolving / dealing with interpersonal conflict which may arise dealing with performance management issues in line with NHSGGC policies and procedures. 



	11.  COMMUNICATIONS AND RELATIONSHIPS

	Communications

The post-holder is expected to communicate frequently with senior clinical and non-clinical staff across NHSGGC and with a wide range of external partners and multiagency groups. Highly developed written and oral communication skills are therefore required.

The post-holder will often provide and receive information that is highly complex, sensitive or contentious which has to be communicated appropriately on an individual basis or to larger groups. 

The post-holder will require excellent negotiating and influencing skills, and be able to motivate, 

Persuade and reassure others, particularly around the management of change.

The post-holder will have regular communications on management, financial and business matters with NHSGCC staff in areas such as finance, procurement, and HR, OD and staff side to support and maintain the service.

Relationships

The post-holder will have close working relationships with other members of the GP OOHs Service Team to ensure effective working. They will also have to establish and maintain effective working relationships across NHS GGC with senior managers, senior medical, nursing and other clinical service leads to ensure their engagement in achieving continuous service development.

The post-holder will manage and co-ordinate internal communications throughout WiC Services and across all staff groups, to support the effective management and delivery of services.
The post-holder will lead on the development and implementation of the project plans as they relate to the WiC service.
The post-holder will develop and maintain effective communication strategies and dialogues with external partners primary care, the third sector, Glasgow City Council and other local authorities across the GCC area and National.



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

	Physical Effort

The post-holder will be required to sit in a restricted position for a substantial proportion of their working day. They will regularly use a keyboard and should have advanced skills in the use of software packages. They will require a combination of sitting, standing and walking on a frequent basis and will need to drive to locations across Glasgow and Clyde.
Mental Effort

The post-holder will be required to meet changing priorities and deadlines. The role requires sustained and complex mental effort on a daily basis. Workload and demands will be unpredictable and will require re-prioritisation of work throughout the day.

There is a need to present complex and often contentious information to Senior Managers in relation to service issues, and to staff in relation to organisational objectives.  The information presented may often be challenged and influencing and negotiation skills are required to persuade staff of the positive benefits of planned service changes that they feel may adversely affect them.

The preparation of reports e.g. activity and performance information for the Senior Management Team, requires the ability to concentrate on complex information for long periods to ensure accurate preparation and presentation. The post-holder works in an open plan office and there are frequent interruptions for urgent requests from SMT colleagues and other staff. This regularly requires the post-holder to change from planned activity to respond to requests. Issues of confidentiality will often arise that need to be dealt with appropriately and sensitively. 

Emotional Effort

Dealing with various stakeholders in the event that a project may not be delivered on time which may at times be contentious due to internal or external pressures.  

As part of the Complaints Procedure, the post-holder may have to meet with highly distressed and emotional patients, carers and their families and to deal with difficult personal situations.

Working Conditions

There will be extensive use of computers requiring good keyboard skills – e.g. accessing, and completing standard and ad-hoc reports, writing papers for submission to line manager/Senior Management Team, etc.

The job requires the postholder to prioritise time between office-based activities and the significant requirement to drive to other service sites and other settings for meetings and departmental visits.




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

	· Educated to a Degree Level, preferably at a Masters Level, or can clearly demonstrate they have experience operating at a strategic level.
· A demonstrable track record of success in a senior management position within a complex environment incorporating the delivery of transformational change.
· Significant senior management experience, preferably within the NHS.
· Able to lead quality improvement projects.

· Demonstrable track record of participation in education, experience in workforce planning, project management, and improvement methodologies in practice. 
· Ability to understand, communicate and influence policy initiatives and their implementation across a broad spectrum.
· Ability to influence both individuals and teams to implement change to best effect both internally within NHS GGC and externally with other partners.
· A high level of interpersonal, strategic and technical skills with a visible leadership style.
· Proven track record of being able to work under pressure and using own initiative and to multi-task and manage complex projects simultaneously.



	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:


transformation  programme managerDec 2020   8

