

NHS Grampian

Job Description 



SECTION 1

	JOB  IDENTIFICATION


	
Job  Title:

	
Area Support Manager

	
Department:

	
Aberdeenshire Health and Social Care Partnership

	
Location:

	
Aberdeenshire  - Inverurie, Insch, Kemnay, Westhill

	
Hours:

	
37.5 hours per week

	
Grade:

	
Band 5

	
Salary:
	
[bookmark: _GoBack]£25,100- £31,649 per annum pro rata


	
Contract:

	
Temporary fixed term 11 months 





SECTION 2 

	
	Job  Purpose  
To provide a comprehensive operational management and administrative support to a Location within Aberdeenshire Health & Social Care Partnership (AH&SCP), this comprises of 6 different Areas.  Assisting the Location Managers and Location Management team with the management and development of non clinical services within the framework of the H&SCP Plan which is inclusive of the Community Planning Partnership and reshaping Care at Home agenda.
Assist in the planning and delivery of healthcare services within the Location to ensure they are responsive to the needs of the local population by working with the Location Management Team and other multi disciplinary teams
Undertake the management of projects and gather information and/or undertake enquiries as required.
Line manage and develop an administrative team to provide effective support to clinical services throughout the Area and provide supervision, training and support to the team
Overall responsibility for managing, maintaining and developing the databases and filing systems for the Hospital/s within the Location


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








	1
	Communication and relationship skills

Provide and receive complex or sensitive information; agreement or co operation required
· Providing and receiving complex, sensitive or contentious information, where developed, persuasive, motivational, negotiating, training, empathic or reassurance skill are required. This may be because agreement or co operation is required or because there are barriers to understanding. These are as follows;-
· Ability to communicate change effectively by participating in meetings
· Communicates with a wide range of services within the Location e.g. Area/Location Management Team members, Senior Charge Nurses, Community Team Leaders, GPs , Primary Care Teams, AHP Team Leaders, GP Practice staff.
· Communicates with NHS Grampian support services e.g. Central Stores/Procurement, Risk Management Team, Finance Department, HR, Estates department
· Communicates with external partners/stakeholders e.g. Aberdeenshire Council, Social Work/Voluntary Agencies, General Public, Patients, relatives and carers, Consultants, external contractors
· Empathy, diplomacy and reassurance skills are required when dealing with public, patients and staff and to ensure effective communication and appropriate escalation of any relevant issues and action to the Location Manager  e.g. complaints, telephone enquiries, cancellation of appointments
· Overcoming barriers of communication due to the increasing number of non English speaking population, also elderly population including people with hearing difficulties in a sensitive and understanding way



	2
	
Knowledge, training and experience
Expertise within specialism, underpinned by practical experience
· Degree or demonstrable equivalent experience in Business Administration
· Experience and knowledge of Word, Excel, PowerPoint and Access is essential
· Use of Internet Explorer for accessing the Intranet, nhs.net e-mail and for researching information
· Understanding of a range of electronic systems e.g. Patient Management System(including waiting times), BOXI , SSTS staff and payroll 
· Previous administration knowledge and experience essential
· Ability to work on own initiative and as part of a team
· Previous supervisory or line management skills and understanding of team and group dynamics, managing conflict and change management. Understanding of HR Policies
· Ability to participate in projects to aid service development and produce documents and reports of a high standard
· Awareness of NHS Grampian Policies 



	3
	
Analytical and judgemental skills
Range of facts or situations requiring analysis, comparison of range of options
Analysis of business performance information, decisions on meeting business targets, highlighting performance information

· Required to analyse financial information to ensure there are no discrepancies on the information provided, notifying of required amendments as appropriate
· Analysis of out patient and in patient waiting list information using Business Objects. Ensuring that guaranteed waiting list targets are met and taking steps to avoid any potential breaches of the guaranteed target



	4
	
Planning and organisational skills
Plan, organise complex activities, programmes requiring formulation, adjustment
· As requested by the Location Manager, plan and organise a range of projects, meetings, workshops and conferences inclusive of organising venues, and speakers and delegate these responsibilities effectively to the administrative team where appropriate. 
· Prioritises own project work. Plans, organises and co ordinates the decanting of services (e.g. telephones, IT equipment), staff, office and department equipment/furniture to ensure continuity of service within departments (e.g. Out patient clinics) and around the sites within the Area
· Project manage minor works schemes and adaptations, ensuring good communication and minimal service disruption
· Often at short notice, be able to re plan and organise changes to departments/services e.g. to facilitate repairs, during any Estates emergencies and  during staff shortages
· Manage and produce office systems for the Location Manager to ensure easy retrieval of information e.g. files, reports and this may be by delegation to the Administrative Team
· Assist in the organisation of the Location Manager’s diary and workload and where appropriate ensure effective delegation to the relevant Administrative Team staff member.
· Take forward operational projects in conjunction with NHS Grampian and external contractors e.g. Community Hospital site works (co-ordinating access, communicating with staff, public, agreeing contingency plans)
· To provide administrative services to the Location Management Team in the absence of a Secretary e.g. drafting agendas, sourcing and collating information/papers, progressing action with group members outwith meetings, taking comprehensive minutes
· Liaise and work with the Location Manager and other Area Support Managers to ensure consistency across Aberdeenshire on the implementation and update of project plans, fire plans and other resilience plans





	5
	
Physical Skills
Developed physical skills; Advanced keyboard use
· RSA level typewriting or demonstrable equivalent experience to ensure computer information/typing is carried out in an accurate and efficient manner
· Use of advanced computer keyboard skills when using the following IT packages:- Microsoft Office consisting of Word, Excel, Powerpoint and Access (database design package)
· Internet Explorer for accessing essential systems e.g. Intranet, nhs.net e-mail
· Accessing electronic Patient Management Systems (e.g. PMS) and other electronic systems (e.g. BOXI , PECOS ordering systems, DATIX  etc)
· Driving across wide geographic rural area
· Have skills to use information technology to operate such systems as e KSF



	6
	
Responsibilities for patient/client care
Assist patients/clients during incidental contact
· Provides general non clinical advice, information, guidance on ancillary services direct to patients, clients, relatives or carers e.g. at point of contact at Hospital Reception or to take note and escalate any Complaints to Location Manager, give advice on waiting/appointment times, cancellation of appointments



	7
	
Responsibilities for policy and service development implementation
Implements policies, proposes changes to practices, procedures for own area
· Develop administrative services to ensure maximum support to clinical staff within the Location.
· Fully utilise opportunities occurring through Vacancy Management to ensure redesign of Administrative services matches the needs of the ever changing service demands
· Maximise opportunities which arise through one to one meetings or appraisals with staff to take forward any relevant suggestions for service improvement/development within the Administrative Team in the Location
· With immediacy, be pro active in managing sickness and absence to ensure services continue to be provided. 
· Contributes to the Safe Affordable Workforce Policy where suggestions for a redesigned service are put forward and fully utilise opportunities created by effective vacancy management.
· Familiar with NHS Grampian Policies and contribute to these at a local level making any suggestions for wider suggested change through the Location Manager.



	8
	
Responsibilities for financial and physical resources
Maintain stock control; authorised signatory, small/large payments
Holds a delegated budget, authorises financial payments
· Holds Administrative and Clerical budget and is an authorised signatory for cash/financial payments e.g. travel expenses, invoices, petty cash, requests endowments/sign off invoices processed through endowments, sign cheques e.g. patients’ fund, reimbursements.
· Responsible for ordering non catalogue equipment via general budget and endowments
· Manage the PECOS on line stock/non stock ordering system for the Location, as first level approver for orders
· Maintain equipment tracking systems and co ordinate requests from special funds e.g. Minor/Major medical equipment
· Advise the relevant teams and Location manager of spends
· Co ordinate requests to Facilities via Budget Cost Forms and record and monitor spend
· Delegated responsibility for the monitoring of the Administrative staffing budget in conjunction with the Location Manager.
· Assist with the routine follow up of budget queries 
· Implementation of budget monitoring spreadsheets and documentation



	9
	
Responsibilities for human resources
Day to day supervision; provide training in own discipline/day to day management
· Line Manager for the Administrative Team within the Location
· Responsible for appraisal, absence management, disciplinary and grievance matters as per NHS Grampian Policy, recruitment and selection, personal development plans and department workload and allocation within the Location’s Administrative Team
· Monitors and evaluates the Administrative Team’s performance through one to one meetings, team meetings and by formal appraisal
· Provides guidance and advice to staff as required
· Ensures Administrative Team members within the Location  provided with appropriate training and updates on systems
· Manage any complaints or performance issues about the Administrative Team within the Location and be responsive as per Policy e.g. Investigation, Standard Setting, Disciplinary action



	10
	
Responsibilities for information resources
Responsible for maintaining one or more operation systems
Manages, maintains and develops paper based and/or computer filing systems within the Location.
· Responsible for managing the maintenance of all hospital records in compliance with the statutory guidelines
· Sharing information with teams/agencies following legal requirements e.g. Data Protection and Freedom of Information
· Using IT packages including Word, Excel, Access and Powerpoint, produce reports, minutes and databases
· Manage the storage and retrieval of information/hospital records/patient records
· Responsible for the collation/retrieval of any other relevant statistics as requested by the Location Manager
· Ability to data input and interpret data from NHS Grampian’s electronic systems e.g. BOXI , SSTS payroll system, PMS patient Management systems, PECOS procurement system, DATIX,  e-KSF appraisal system
· Ability to use wide range of other office equipment e.g. scanners, photocopiers, printers, Fax machines
· Understanding of switchboard systems within the Location
· Manual systems e.g. timesheets



	11
	
Responsibilities for research and development
Undertakes surveys or audits as necessary to own work area
· Undertakes audits within the Location e.g. staff activity within the Admin Team or as delegated by the Location Manager



	12
	Freedom to act

Clearly defined occupational policies, work is managed rather than supervised
· Manages own workload and delegates to junior staff within the Location
· Works autonomously and on own initiative within agreed frameworks but can seek advice when necessary
· Works within occupational standards, policies and procedures for NHS Grampian
· Prioritises own workload to suit varying and competing demands on the service, often to tight deadlines
· Manages own time and that of the Administrative Team within the Location, effectively and innovatively
· Ability to use own initiative to problem solve.
· In the absence of the Location Manager, ensure advice is obtained for any difficult situations from the CHP Management Team or during periods where the Location Manager is absent from agreed named Deputy
· Deal with delegated projects, schemes and routine admin staffing issues without referral
· Telephone enquiries without referral
· Replying to routine correspondence without referral



	13
	
Physical effort
Combination of sitting, standing, walking. Frequent light effort for several short periods
· Frequent sitting at computer, desks, meeting tables
· Occasional sitting in car/driving between meetings, training or sites within the Location
· Occasional carrying of files, folders, presentation equipment






	14
	
Mental effort
Frequent concentration, work pattern predictable
· Frequent concentration required to create reports, transcribe minutes, work on projects
· Ability to prioritise/change workloads to accommodate a changing pattern of need and competing demands of the service e.g. changes of deadline



	15
	Emotional effort
Exposure to emotional or distressing circumstances is rare
· Occasionally Imparting difficult news to staff e.g. workforce redesign, redeployment, disciplinary or grievance matters or informing them of complaints made against them
· Occasionally Imparting unwelcome news to patients or relatives by telephone or direct contact e.g. cancelled appointments, waiting time delays



	16
	
Working conditions
Exposure to unpleasant conditions is rare/use VDU frequently
· Office layout
· Frequent use of VDU equipment
· Occasional exposure to angry patients, relatives, carers who may be verbally abusive e.g. complaints about cancelled appointments. To ensure escalation of such incidents to the Location Manager and in turn to NHS Grampian’s Feedback complaints management service








	



	
                  NHS GRAMPIAN 

           PERSON SPECIFICATION


	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.  Shortlisted candidates MUST possess all the essential components as detailed below. 



POST/GRADE: 	Area Support Manager	
			
LOCATION/HOSPITALS:	Garioch 
							 	
WARD/DEPARTMENT: 	Aberdeenshire Health and Social Care Partnership

	ATTRIBUTES
	ESSENTIAL
	DESIRABLE

	Qualifications


	· Degree level in Business Administration or equivalent experience in a similar role/working environment.

	

	Experience




	· Experience and knowledge of Word, Excel, PowerPoint and Access is essential
· Use of Internet Explorer for accessing the Intranet, nhs.net e-mail and for researching information
· Understanding of a range of electronic systems e.g. Patient Management System(including waiting times), BOXI , SSTS staff and payroll 
· Previous administration knowledge and experience essential
· Ability to work on own initiative and as part of a team
· Previous supervisory or line management skills and understanding of team and group dynamics, managing conflict and change management. Understanding of HR Policies
· Ability to participate in projects to aid service development and produce documents and reports of a high standard
· Awareness of NHS Grampian Policies

	



	
Special Aptitude and Abilities

	· Ability to work using your own initiative within the boundaries of the role.

	

	Disposition



	· Ability to work independently and as part of a team.
· Excellent communication and organisational skills.
· Ability to problem solve.

	

	Physical Requirements

	Ability to carry out all aspects of the role.

	

	Particular Requirements
of the Post

	Car driver / owner or access to a car.
Flexible working.

	






	MAJOR RISKS IN DOING THIS JOB


	
Please indicate the major risks the job holder could face in doing this job e.g. lifting patients/objects, working with hazardous substances, dealing with violence and aggression..


If there are no major risks for the job holder please tick this box           



 
Chief Officer - Aberdeeshire HSCP



Central HSCP  Partnership Manager


Hospital Medical Director


Location Manager 


Area Support Manager (this post)


Area Administrative Team


Area Clinical Lead
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