 


Job Description
SECTION 1

	JOB IDENTIFICATION
	Must be completed

	Job Title:

	Covid Service Support Manager 

	Department(s):

	Moray Health and Social Care Covid Vaccination Service 

	Location:
	Fiona Elcock Vaccination Centre Elgin

	Hours:

	37.5 hours per week

	Grade:
	Band 5

	Salary:
	£25,100 - £31,649 per annum, pro rata

	Contract:
	Fixed term until 31st September 2021



































SECTION 2

	
	Job Purpose – the reason why the post exists.  This should be a brief statement.  It should not list all the tasks.

Job Statement: 

Reporting to the Covid Vaccination Programme Lead and with a dotted line to the Covid Senior Clinician this role is responsible for dealing with and delivering on all Fleet/Logistics Supply Chain and On Time and In Full (OTIF) matters and activities that underpin and support the Health and Social Care (H&SCM) Covid Vaccination Service.  

The scope of this role will cover the delivery of all of the fleet/logistics/supply chain customer and administration services required by the organisation in order to ensure that the service is delivered to the right place at the right time and to provide seamless support to the clinicians who provide the vaccination service to the population of Moray.

This role is also responsible for ensuring that all Facilities Management services provided by the contractor Robertson are done so on an as required basis and are fit for purpose also that the proper channels are followed for the authorisation and billing for any such FM activities and works.

Leading by example and supported by peers, the role also plays an integral part in ensuring that the Visions and Values of H&SCM are met every day in the workplace and that an open and learning culture is fostered by supporting all reports and peers in the place of work.



	
	Organisational Chart (Please identify this post clearly in the structure – as a minimum show 2 levels above and 2 levels below (where relevant).
Organisational Chart Attached as Appendix 1

WPM/CSS/SC X 2
This Post
Covid Service Support Manager 
H&SCM Covid Programme Lead
H&SCM Covid Clinical Lead
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	Communication and relationship skills

Provide and receive complex or sensitive information; agreement or co-operation required

Evidence:

The post holder will be required to receive, gather, works with and provide a wide range of multiple strands of complex, operational, personal, and other information in relation to the Vaccination Service.

The post holder communicates with individuals at all levels across Moray and external to the organisation including, public sector partners and other authorities such as NDC, NP, Police Scotland or the SAS. 

The post holder requires a range of highly developed communication skills, frequently involving persuasive, motivational, negotiating, and empathic or re-assurance skills, to communicate information which some parties may find contentious or where there are significant barriers to understanding and/or acceptance, e.g. dealing with sensitive staffing issues

Considerations on barriers will involve the need to explain and ensure understanding of complex systems and process to, peer, non-technical and untrained persons, including clinical and non-clinical staff.
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	Knowledge, training and experience

Expertise within specialism, underpinned by practical experience

Evidence:

The role requires a wide-ranging knowledge of logistics, supply chain customer services and some fleet management processes

This requires to be underpinned by knowledge of JIC and JIT planning and implementation.

An intermediate understanding of TQM and QMS in the logistics wokplace.

This experience will have been acquired through a Business Degree or equivalent or through comparable training and experience in a logistics or fleet management and customer support or associated environments.
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	Analytical and judgemental skills

Range of facts or situations requiring analysis, comparison of a range of options.

Evidence:

The post holder will be required to deal with and interrogate a range of business performance information and respond in a timeously and effective manner particularly in the management of service delivery. 

They will also be required to compare, analyse and make decisions on a range factors in order to meet appropriate responses required to situations.

The post holder will also be required to develop and report on service performance information and to develop meaningful and sustainable reporting regimes to management teams and to inform the organisation.
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	Planning and organisational skills

Plan, organise complex activities, programmes requiring formulation, adjustment

Evidence:

Working with and supported by the Clinical teams managing complex work forecasting and planning, responding to business deliverables as demands fluctuate.

Supported by peers and seniors in planning and compiling DWI and SOP under appropriate document controls regimes or document control systems. 

To support the provision and operational development of the services provided within Aberdeen centre and the satellite bases for the maximum benefit of patients and staff.

Responsible for health and safety to ensure compliance with legislation and NHS Grampian policies and procedures, act as Health and Safety Officer for the services.

Supporting the monitoring, maintaining and development of the Business Continuity Plans and associated requirements.

Identify potential opportunities for improving service delivery, planning and re-designing as appropriate.
Be responsible for the monitoring of service activity and co-ordination of   appropriate data collection ensuring timely reporting to the Operations Support Manager if required.

Responsibility for project management and ability to plan and organise complex activities which require formulation and adjustment when specific project plans develop.
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	Physical Skills

Physical skills obtained through practice  / developed physical skills; advanced keyboard use 

Evidence: 

In day to day working the post holder must be able to evidence a high level of keyboard skills and be able to demonstrate proficiency in applications such as databases or fleet management systems.
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	Responsibilities for patient/client care

Assist patients/clients during incidental contacts.

Evidence: Contact with patients is incidental.
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	Responsibilities for policy and service development implementation

Implements Policies, proposes changes to practices, procedures for own area.

Evidence:

Supported by the H&SCM Covid Programme Lead the post holder will be able to plan develop and implement new ways of working or new processes in order to improve efficiencies in the workplace. This will involve analysis and problem solving capabilities and supporting the changes required.

The role will also involve adherence to all NHSG Policies and Guidelines and National and Statutory Regulations and practices relating to logisitics.
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	Responsibilities for financial and physical resources

Holds a delegated budget / responsible for purchase of physical assets / authorises financial payments
	
Evidence:

Delegated budget for office equipment and services; the post holder will also be responsible for petty cash payments and management of Petty Cash value of £250. Schedule of Delegation sign-off to £1,500 for stock / stationary orders.
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	Responsibilities for human resources

Responsible as line manager for a single function or department 

Evidence:

The post holder will be responsible for WPM/CSS/SCS teams.

Ensuring that all NHSG HR Policies and Procedures are fully utilised in the workplace. The role will be responsible for all HR and training and development issues including TQM and QMS

The role will also entail in leading from the front in ensuring that the Vision and Values of NHSG are worked to on a day to day basis in the workplace.
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	Responsibilities for information resources

Responsible for maintaining one or more operation systems, significant job responsibility

Evidence:

Responsible for operating and maintaining one or more operational systems such as Rota master or SSTS or Corporate systems such as DATIX when required.

System problem solving when incidents occur and when required liaising with internal IT / e-Health support and with external suppliers when application support issues require to be dealt with.
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	Responsibilities for research and development

Occasionally participate in Research and Development

Evidence:

Carries out enquiries in relation to own work 
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	Freedom to act

Clearly defined occupational policies, work is managed rather than supervise / broad occupational policies.

Evidence:

The work is managed rather than supervised.

If required, the post holder can seek advice when necessary in discrete areas of work and make judgements based on this. 
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	Physical effort

Frequent light effort for short periods

Evidence:

The post holder works predominantly in an office environment but the role will also involve regular physical effort i.e. moving and handling stock/cages/etc.

he post holder is required to sit in a restricted position for some periods of time in order to produce reports, develop specification and analyse information. 
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	Mental effort

Frequent Concentration,  work pattern unpredictable

Evidence:

Concentration is required on a daily basis for information analysis, developing stock run routines, balancing workloads, managing expectations.

The nature of the role is such that the post holder will be required to deal with unpredictable work related emergencies as and when they arise.
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	Emotional effort

Exposure to distressing or emotional circumstances is rare / occasional distressing or emotional circumstances

Evidence:

The post holder may be exposed to occasional distressing and emotional circumstances when dealing with conflict issues whilst carrying out an investigative procedure.
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	Working conditions

Use VDU more or less continuously

Evidence:

The post holder works predominantly in an office environment and uses computer for a significant proportion of the working day.






	PERSON SPECIFICATION

	
POST/GRADE:     Covid Service Support Manager            

LOCATION:         Fiona Elcock Vaccination Centre Elgin   

WARD/DEPARTMENT: Health and Social Care Moray Vaccination Team


	The Person Specification should meet the demands of the job and comply with current legislation.  Setting unnecessary standards may, for example, unfairly discriminate against one sex, the disabled or minority racial groups.  Applicants should be assessed in relation to their ability to meet the real requirements of the job as laid down in the job description.  With the exceptions relating to displaced and disabled candidates noted in Sections 5.3 and 5.4 of this policy, shortlisted candidates must possess all the essential components as detailed below.

	GENERAL REQUIREMENTS

	Factor
	Essential
	Desirable

	Qualification 
	· Educated to Degree level or similar experience in a Logistics/Business/Service Support Management or similar field
	· Management/ Leadership or Coaching Qualification


	Experience
	· Experience of management or supervisory role
· Experience of managing teams and projects
· An understanding JIT/JIC management systems.

	· Experience of budget management
· Experience of working within Public/Third Sector environment

	Special Aptitude and Abilities
	· Evidence of ability to operate at all operational levels of system and process.
· Information management and technology skills, including data analysis.
· Proficient in the use of Microsoft Word products and database applications 
· Excellent written, verbal and interpersonal communication skills, including ability to engage with both professional and lay stakeholders as necessary.
 - Ability to work under pressure with a reasonable degree of flexibility and to meet deadlines.
	· Knowledge of Boxi reporting tool
· Knowledge of NHS Grampian systems or ability to learn quickly
· Ability to work evenings, weekends or nights when required


	Disposition

	· [bookmark: _GoBack]Proven excellent communication skills with professional and lay stakeholders, staff and general public
· Ability to work effectively on own initiative and as part of a team.
	

	Particular Requirements of the post
	· Driving licence
	· Car owner
· Knowledge of Grampian region

	Level of Disclosure check required

	
Not applicable
	






