
	1. JOB IDENTIFICATION

	 
Job Title:	Clinical and Care Governance Business Manager

Responsible to (insert job title):	Director of Clinical and Care Governance 

Department(s):	Clinical and Care Governance Unit

Directorate:	Nurse Directorate

Operating Division:	N/A

Job Reference:	800-3684

No of Job Holders:	1

Last Update (insert date):	November 2025




	2.  JOB PURPOSE

	
As lead for Corporate Governance for the Clinical and Care Governance Unit (CCGU)ensure robust management of corporate governance arrangements through effective support to the Director of Clinical and Care Governance and continued development of improving unit governance systems.  This post impacts on and has direct and significant influence on governance across the CCGU and delivery of our corporate objectives in terms of the wider organisation.  As such the post holder must have the capacity to influence and provide specialist advice and expertise to the Director and senior team.

The postholder will build robust systems and processes and lead on the effective delivery of CCGU business functions including:
· meeting structures, 
· strategic planning cycles, 
· performance management,
·  financial planning, 
· administration, 
· risk management  
· staff governance arrangements and 
· Corporate Records Management

On behalf of the Director, the postholder will lead on projects which can include implementation/design of services and implementation of national policy.  As such, the Business Manager will represent NHS Ayrshire and Arran across a wide range of local, regional and national fora. 

Delegated responsibility from the Director for decision making and undertaking pieces of work that span the breadth of the CCGU and impact on organisational objectives and delivery of Scottish Government Directives. 

Responsible for providing direct support and guidance to the Director and Senior Management Team; assisting with decision making, delivering deadlines and problem solving to enhance CCGU performance.

To support the Director as well as enact on their behalf in relation to a wide range decisions, issues and discussions across the CCGU and organisation.

The post holder will be responsible and accountable for the delivery of the CCGU revenue plan and CRES plan, ensuring robust and effective financial management and delivery of CRES savings. 

The post holder will be responsible and accountable for the development and provision of the administrative service within the CCGU, ensuring implementation of NHS Systems, to maintain effective support to all staff within the CCGU, thereby facilitating the delivery of objectives. 




	3. DIMENSIONS

	
The Clinical and Care Governance Unit provides corporate support across all the Service Directorates and Health and Social Care Partnerships (HSPCs). It comprises:
· Quality Improvement
· Patient Experience/Complaints
· Clinical Governance
· Resuscitation
· Risk

Revenue budget of the CCGU:  Budget of £2,902,856 for CCGU.  CRES plans and guidance and advice to senior management on recruitment/efficiency savings.  Authorised signatory up to the limit of £1K, with delegated sign off for the Director for any projects that the postholder is leading on.
 
Staff: Direct line management responsibility for a small team of administrative staff, including authority to make decisions on resourcing and recruitment, and responsibility for all employee matters including promoting attendance, capability processes, first stages of disciplines and grievances. 

Number of staff within the Clinical and Care Governance Unit:
42 WTE.  The postholder will give guidance and advice to CCGU Leads on behalf of the Director which impact recruitment and resourcing of the wider directorate. 




	4.  ORGANISATIONAL POSITION

	

	 5.   ROLE OF CLINICAL AND CARE GOVERNANCE UNIT

	
The Clinical and Care Governance Unit (CCGU) sits within the Board Nurse Directorate and consists of a highly skilled team of advisors who support major clinical quality programmes across the Board. The postholder will however also cross-over into the Board Medical Directorate who are responsible for risk management element of this role.

The support unit is a Board-wide resource providing advice, education and practical support to develop safer and more effective healthcare, both in acute services as well as in partnerships. This is primarily through directorate based clinical governance fora and groups. The CCGU operates under the main functions of Person Centred Health and Care, Clinical Risk and Clinical Effectiveness.

The unit provides a corporate function for quality assurance, risk management, innovation, and improvement programmes which is based on rigorous assessment of evidence and application of improvement science to support NHSAA system performance. 

The unit also provides regular assurance to various sub committees of the Board through reports, presentations and updates. To lead and support the development and implementation of the Healthcare Quality Strategy and quality management approach ensuring a connected infrastructure is in place that supports NHSAA to deliver on its ambition of putting quality, transformation and innovation at the heart of the organisation. Developing, implementing and monitoring systems and processes which provide a fully integrated quality assurance and improvement framework, to support robust clinical and care governance. Provide leadership in relation to quality assurance and improvement and develops the support systems, infrastructure and data and measurement for improvement frameworks to enable NHS Ayrshire and Arran to place patient safety and quality of care at the heart of its activities. 

Provide specialist advice and guidance to all areas within the organisation influencing, recommending, developing, delivering and monitoring against Quality Assurance and Improvement Strategy.

	6.  KEY RESULT AREAS
Service
· Participate in the development of operational and strategic planning working closely with the Director and other members of the Senior Management Team, taking responsibility for the implementation of specific initiatives and service developments within the service, and supporting with the development and implementation of long term strategic plans for the organisation within the scope of the Directorate Corporate Objectives.  

· Lead specific projects assigned by the Director involving design of services or implementation of national policy.  This includes the development and delivery of project and implementation plans, building relationships and working with a range of colleagues to design services, pathways and systems and processes on a local, regional and national level.  The postholder will ensure robust governance and reporting for projects within their remit, Managing and monitoring of service delivery and performance, producing reports for the as required and ensuring timeous escalation to the Director by exception. 

· Designing and delivering sessions such as training, briefings or facilitated discussions to team members, the wider directorate, organisation and including regional/national colleagues and partners as required.  This can be in relation to national/local policy that has been/is being implemented or design of pathways, services etc in terms of any projects the postholder is leading on.  

· The Business Manager will lead on any Ministerial or high profile visits which are being led by the unit, including liaison with Scottish Government and the production of a robust briefing pack. 

· Taking a lead role in promoting quality improvement and new ways of working in terms of four pillars of People, Service, Quality and Finance, to reduce inefficiencies and enhance delivery of our Corporate Objectives.  

· Developing, maintaining, and monitoring of the unit Business Continuity Plans. In the event of an emergency implement and co-ordinate the business continuity plan to ensure the service has the ability to provide the minimum service required.

· Accountable and responsible for managing unpredictable workload requiring the need to change focus and location to meet changing operational and strategic deadlines. 

· The post holder will have the autonomy to make decisions on complex situations where there is a requirement to analyse, interpret and compare a range of options to determine the correct course of action and ensure that the service continues to operate effectively and efficiently.

· Prepare responses to Scottish Government Ministerial enquiries, Press Enquiries and Freedom of Information requests.

· Support the Management Team to develop comprehensive plans for the delivery of CRES initiatives.

· Support the Management Team in the delivery of key corporate and staff performance targets.

· Budgetary responsibility for the associated administration service within the areas of responsibility.   Influence on the unit revenue budget in terms of revenue planning, CRES plans and guidance and advice to senior management on recruitment/efficiency savings.  Authorised signatory up to the limit of £1K within the standard for the unit, with delegated sign off for the Director in terms of any projects that the postholder is lead for which can include budgets associated with capital works.

· Provide comprehensive management support to the Director and Senior Team in a proactive way, ensuring actions are taken efficiently and delivered to high professional standards.  This includes handling of highly sensitive and confidential matters, dealing with the public on behalf of the Director and senior team, monitoring progress of actions across the unit. 

· Apply delegated authority (both written and oral) for action with minimal direction from the Director, expediting managerial action and thus allowing the Director and senior team to meet objectives and deadlines.

· Manage the business planning of the Directorate ensuring that the business and decision making processes of the unit functions are appropriately and effectively operated through forward planning of activities and that meetings are organised to maximise the operational effectiveness of unit functions so decisions are disseminated appropriately and timeously.

· Provide an efficient research service for the Director and the senior team in respect of membership of various national working groups and committees, reports and statistical information, meetings, briefings, liaising directly or via others.  This requires undertaking literature research and obtaining the necessary articles synthesising summaries of same and presenting to the Director in support of activity.

· Member/Chair of a number of groups/committees, on behalf of the Director, CCGUor NHS Ayrshire and Arran in the case of regional/national meetings,  . 

· Creating and producing a range of documents to final form and to a high standard, including formal minutes of meetings, agendas (including drafting and approving), briefing documents and papers


Staff
· Workforce planning, including the co-ordination of recruitment and selection of staff (from advert to appointment), in order to maintain appropriate staffing levels and to provide an efficient and effective administrative service to the Director and their team.
· Responsibility for management, leadership and development of all management secretarial and administrative staff.
· Responsible and accountable for the efficient delivery of the administrative service and authority to make decisions in terms of resourcing. 
· Direct line management responsibility for  members of staff. 
· Responsibility for all employee matters including promoting attendance, capability and conduct and first stage grievances. 

· Ensure staff are trained and competent to undertake their duties and contribute fully to corporate aims and objectives.

· Lead by example to shape the units culture by demonstrating and exemplifying positive behaviours and attitudes that represent the organisation’s agreed values and behaviours.  

· Staff wellbeing will be a key component of this role, the postholder will demonstrate empathetic and listening skills, encouraging staff to openly and honestly discuss any concerns and, where appropriate work with other on-site resources to provide support.

· Ensure the compilation, calculation and completed salaries and wages documentation, including overtime payments, sickness absence etc to ensure that staff are appropriately and timeously paid.

Governance
· Develop and maintain robust corporate business functions with clear systems, processes and standards in place for delivery, ensuring that these are customer (internal and external) focused, deliver the corporate objectives and comply with relevant legislations and policies (e.g. Health & Safety at Work Act, Freedom of Information Act, Disability Discrimination Act, Human Resources policies, Complaints Procedure, , Data Protection Act, Financial Standing Orders).   
· The post holder will be responsible for the delivery of the directorate revenue plan and CRES plan, ensuring robust and effective financial management and delivery of CRES savings. 
· As Designated Risk Officer for the unit, the postholder will be responsible for shaping the directorate operational risks and register, ensuring the risks are correctly described and assessed, ensuring risks that require to be escalated to strategic level are discussed at the Unit Senior Team meeting timeously, and facilitate appropriate governance reporting within the unit. 
· Production of papers for submission to NHS Board, Committees and other groups, particularly in relation to projects that the postholder is leading on, on behalf of the Director.
· Production of reports and papers on behalf of the Director for submission to Directorate and Board Committees. 
· Supporting senior managers to produce papers to ensure quality and consistency. 
· Co-ordinate the production of performance reports for the Directorate (all aspects of governance – financial, corporate, staff).
· Effective financial management of the hospitality, supplies and administration staffing budgets of the function - ensuring income and expenditure balance, compliance with Standing Orders and Financial Instructions, monitoring monthly budget statements, checking accuracy, investigating anomalies and reporting on any variances.  
· Lead and co-ordinate staff governance arrangements for the unit
· Be the nominated unit lead for Health and Safety Action Notices to ensure dissemination and action as appropriate
· To act as a central point of liaison for internal audit, co-ordinating the response to any actions ensuring that the Directorate respond accordingly and that the Boards Head of Corporate Governance is kept fully up to date with evidence to support progress.
· Accountable for ensuring adherence to guidelines by providing advice and information to staff as required to ensure compliance with a wide range of policies and procedures e.g. Health & Safety, Human Resource, Risk, regularly reviewing and updating data as appropriate and identifying any remedial action through non-compliance.




	7a. EQUIPMENT AND MACHINERY

	· Personal laptop
· Printer
· Photocopier
· Telephone
· General Office Equipment
· Car driver


	7b.  SYSTEMS

	· The postholder is required to have knowledge and skills in relation to personal computer including Microsoft Office 365 applications including outlook and MS Teams, SSTS, eESS, Pecos, iMatter portal, Turas
· DATIX database (Whistleblowing and Directorate Risk Register). 
· Use of excel for detailed project/implementation plans
· Finance invoice viewing system




	8.  ASSIGNMENT AND REVIEW OF WORK 

	The postholder will exercise a high degree of autonomy in the management of their workload and as such will have autonomy and self-direction in relation to prioritising their workload.   Much of the activity will be self-generated or from within the service e.g. in the anticipation of events, and proactively managing service demands. 
Annual performance objectives and Personal Development Plan are agreed with the Director and progress reviewed on a biannual basis, and these will be reviewed in accordance with NHS Ayrshire and Arran’s performance management systems
Although the job will operate within defined financial parameters and broad performance management and strategy frameworks, there will be a significant amount of work requiring judgement and political skill on an unpredictable basis.
The post holder will be required to take a proactive role in identifying new issues and in devising a response to these.
Post holder reports to and works with Director and although daily contact is available they will be required to work on their own initiative, not only in managing the efficient running of the function but also other internal and external issues. 
Post holder has delegated authority from the Director for the management and processing of correspondence and other relevant documents
Post holder has freedom to act and routinely works with and provides guidance and direction across the key result areas to members of the team.




	9.  DECISIONS AND JUDGEMENTS

	
The majority of work is self-assigned and directed, with the exception of specific pieces of work directly assigned by the Director.
The postholder will identify and implement appropriate action plans to develop and improve services/performance within areas of responsibility.
The postholder will be responsible for a range of highly complex decisions and judgements within areas of responsibility including Human Resources, revenue planning and risk management.
The postholder is expected to anticipate and resolve problems independently. 
Decisions are frequently time critical. In the absence of the Director, the post holder will take decisions on the appropriate course of action within the context of sound corporate governance.
The post holder is required to exercise judgement and initiative when determining issues that require urgent attention and at times without referral to the Director.
The post holder is expected to instigate action on their own initiative on a daily basis, particularly in providing written or verbal advice and information in response to direct enquires from within/out with the organisation.  
Ensure governance arrangements are reviewed and updated to comply with any Scottish Government Health Directorate or other legislation, policy or Scottish Statutory Instrument issued.




	10.  MOST CHALLENGING/DIFFICULT PARTS OF THE JOB

	Diversity and complexity of the Directorate and breadth of knowledge required.
The establishment and monitoring of efficient processes for effective strategic support to the unit.
Operating within complex and conflicting organisational requirements. Dealing effectively with a number of simultaneous tasks with the level of commitment and urgency required,and having the empowerment to ensure that these are carried out within agreed timescales.
In the absence of the Director or Head of Clinical and Care Governance, to provide a proactive and professional point of contact and to use discretion and judgement in managing all enquires including those of political sensitivity.
Managing significant workload, balancing the constant and varied demands, including balancing development of new policy with effective maintenance of existing systems and procedures, and ensuring that key local and national targets are met.
The postholder will regularly be required to demonstrate empathy, persuasion, motivational and negotiating skills to achieve desired results.  This will include influencing upwards to Senior Manager and Director Level to encourage positive outcomes and ensure that actions are taken and communications issued in a way that is in keeping with our corporate values and objectives.  Supporting and motivating staff through periods of increased workload and a number of competing priorities, and through changes such as social distancing restrictions and distributed/home working.  
Ensuring that staff working at all levels are involved in and contribute to directorate objectives to deliver improvement in service in line with local and national priorities.  
Supporting the senior management team, at a time of significant change, whilst maintaining morale and motivation in the delivery of high quality services.
Initiating difficult conversations with highly distressed patients and/or relatives whilst maintaining empathy and compassion for their situation when dealing with highly complex complaints, or in terms of staff, when dealing with highly complex and sensitive Whistleblowing concerns and employee issues such as issues with work/life balance.


	11.  COMMUNICATIONS AND RELATIONSHIPS

	Main communication and working relationships within NHS Ayrshire and Arran on a day to day basis are with the Director and Unit Senior Management Team and their staff.

The post holder will develop working relationships and communicate regularly with a wide range of individuals, clinical and non-clinical, internal and external to NHS Ayrshire and Arran. These will include:

The postholder will also communicate regularly with:
· All staff throughout NHS Ayrshire and Arran NHS Colleagues throughout Scotland
· Scottish Government Health Directorates 
· Central Legal Office
· Local Authority Staff
· Members of the public (service users)
· Patients and family / carers
· Voluntary organisations and other external organisations
· Scottish Public Sector Ombudsman
· Independent National Whistleblowing Officer
· Police Scotland
· Crown Office Procurator Fiscal
· Scottish Police Authority

The postholder will frequently deal with sensitive information.

Relationships with all users of the service, staff and others, are crucial to the image and perception of the Nurse Director’s Office and the management of all interactions is a vital component of this post. 

Communication might take the form of one to one conversations, meetings and telephone discussions. The skills which have to be utilised to varying degrees often in confidential/ sensitive/ charged circumstances involving discussions, are: negotiation, tact, diplomacy, influencing, advisory, guidance, training, listening and interpretation; often at a senior level, to comply with a course of action to meet the needs of the organisation.

Contact with members of the public can require sympathetic, patient listening skills.




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

	
Physical Effort/Skills:
· Advanced keyboard skills 
· The postholder may be required to sit for long periods of time.
· Driving from site to site

Mental Effort/Skills:
· Mental dexterity in dealing with a large number of issues simultaneously.
· On a regular basis the postholder will require a high level of concentration for long periods of time when preparing reports, papers, information etc. in relation to complex documentation and issues.
· Ability to multi-task and cope with, and respond to, frequent interruptions.
· Attention to detail and ensuring the production of accurate work, given that there are frequent interruptions.  Frequent concentration for periods of approximately 2 hours at a time e.g. attending meetings, 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 long periods when preparing reports e.g. in response to complaints.

Emotional Effort/Skills:
· Interactions with challenging, aggressive and abusive service users, staff and members of the public.
· Dealing with conflicting views, hostility and confrontational behaviours, especially when trying to facilitate major changes or reviews within the service or partners agencies.
· Dealing with people with challenging and aggressive behaviour and overcoming barriers to understanding especially when communicating contentious information.
· The ability to maintain professionalism and not be provoked by displays of challenging and hostile behaviour.
· Dealing with complaints and meeting with patients and relatives, including bereaved relatives, who are dissatisfied with level of service.
· Dealing with staffing issues including competency and attendance management, formal grievances and disciplinary investigations and hearings.  As a direct line manager, dealing with staffing issues including competency issues, promoting attendance, first stage grievances. 
· Ability to cope with exposure to content which is highly distressing such as information relating to Child Protection, Adult Support and Protection or Gender Based Violence .  

Working Conditions:
· Normal office conditions



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

Knowledge
Essential:
· Significant knowledge of the health and care sector 
· Awareness of political context of NHS including knowledge and understanding of when, how and with whom information can appropriately be shared.
· Key legislations and guidance affecting the NHS including knowledge and understanding of legislation and Scottish Statutory Instruments relating to Board governance issues. 
· Principles of governance and public accountability
· Demonstrable success in projects and changes management, preferably within a service delivery setting

Qualification and Training
Essential:
· Management qualification to degree level together with significant Business Management Experience 
· Management training/development to post graduate level or equivalent experience
· Record of continued professional development
· Project Management Qualification such as Prince 2


	Core Competencies
· Demonstrate innovative approach, seeking new or alternative methods of service delivery.
· Awareness and understanding of relevant National and Local initiatives, imperatives and factors influencing service provision.
· Demonstrates sound understanding of influencing and decision-making protocols across all stakeholders and ability to shape stakeholder opinions.
· Promote collaboration and team working across services, cultivating network of relationships internal and external to NHS Ayrshire and Arran.


	Experience/Skills
· Budget management experience
· Ability to demonstrate integrity, effective leadership and management skills.
· Working with staff at a senior management level in the organisation
· Working across organisational and professional boundaries
· Well developed problem solving and analytical skills.
· Proven ability as an effective communicator through a range of mediums, particularly written and verbal communications, achieving results by motivational, influencing and negotiation skills
· Good interpersonal skills including diplomacy and discretion using ability to develop and maintain effective, positive relationships. 
· Evidence of business management roles and developing innovative and creative solutions to achieve organisation objectives within a Healthcare or related environment.
· Demonstrate in-depth understanding of governance principles and the development of systems and frameworks to establish clear accountabilities based on effective performance management protocols


	Professional Experience
· Evidence of business management roles and developing innovative and creative solutions to achieve organisation objectives within a Healthcare or related environment.
· Demonstrate in-depth understanding of governance principles and the development of systems and frameworks to establish clear accountabilities based on effective performance management protocols.
· Demonstrate innovative approach, seeking new or alternative methods of service delivery.
· Awareness and understanding of relevant National and Local initiatives, imperatives and factors influencing service provision.
· Demonstrates sound understanding of influencing and decision-making protocols across all stakeholders and ability to shape stakeholder opinions.
· Promote collaboration and team working across services and externally, cultivating network of relationships internal and external to NHS Ayrshire and Arran.






Director of Clinical and Care Governance 
1 WTE


Personal Assistant
Band 4
1 WTE


Head of Clinical and Care Governance
 Band 8B 
1 WTE


Business Manager 
Band 7 
1 WTE


Risk Management 


Patient Experience


Quality Improvement - Acute Services


Quality Improvement - Partnerships and Governance


Resucitation Service





