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NHS FORTH VALLEY

JOB DESCRIPTION

1.      JOB DETAILS

Job Title:  
Public and Patient Involvement Research Champion 

Responsible to:  

Research and Development Officer
Department: 
Research and Development
Job Holder Reference:

No of Job Holders:    
 1
2. JOB PURPOSE

To act as a “research ambassador”-- raise awareness of R&D taking place in NHS Forth Valley and the opportunities for PPI involvement at all stages and levels of the research process.
3. ORGANISATIONAL POSITION

See Appendix 1       
4. 
DIMENSIONS

The R&D Office is responsible for a growing portfolio of research studies of which approximately 150 will be “active” or in follow up and 30- 40 under development. The office   provides advice and support   to all research active, and potentially research active, healthcare professionals within NHS Forth Valley. The Board is eager to increase awareness of and participation in all aspects of research by the population of NHS Forth Valley.
5. KEY DUTIES/RESPONSIBILITIES

· To attend quarterly meetings of the NHS Forth Valley R&D Committee
· To help develop and attend NHS FV R&D awareness raising events and to present to various local groups about R&D
· To ensure the confidentiality of health and research information is maintained at all times.

· Comply with Health and Safety policy to ensure a safe working environment.
· To comply with Data Protection Act 1998 and Caldicott Recommendations 
The above are not intended to be an extensive list of duties, but a summary in order that the post holder is able to assess the scope of the responsibilities of the post.  The duties will be amended from time to time to meet the needs of the departments.

6.
SYSTEMS AND EQUIPMENT 

Computerised information systems:

· Microsoft programmes including 

· Word  

· Excel  
· PowerPoint  
· Outlook or other email
· Access to remote meeting platform such as Skype or Zoom. This will be provided and set up by NHS Forth Valley

Equipment

· Personal computer

· Telephone

· E-mail

7. ASSIGNMENT AND REVIEW OF WORK

.  

· Work is generated by the R&D Office but the post holder will also suggest initiatives
· Work is self-directed within agreed procedures set by the R&D Officer and guidance is available if required. 

· Judgement is required when dealing with members of the public, patients, health care professionals and others.
· Required to work in accordance with Board policies

Post holders are subject to performance review by the R&D Officer and formal annual review via the Personal Development Plan
8. COMMUNICATIONS AND WORKING RELATIONSHIPS

· Maintain excellent verbal and written communication systems within the department, with other parts of the organisation and with members of the public and public organisations
9a.   PHYSICAL DEMANDS OF THE JOB

· The postholder will be required to work across different sites within NHS Forth Valley and must organise work to allow for travel time.

· The postholder may be required to work at VDU stations for a certain periods but as this position is home based this can usually be scheduled in a way that is convenient and physically comfortable
· The postholder may be required to sit for long periods of time, both when using a keyboard and for other duties. As above, can often be scheduled for the post holder’s convenience
9b.   MENTAL / EMOTIONAL DEMANDS OF THE JOB

· Concentration is required to develop, present and read/discuss documents.
· Requires a high degree of flexibility and ability to respond to rapidly changing situations.
· Needs to be a self starter, motivating yourself and others

· Occasionally deal with disgruntled stakeholders
10.  KNOWLEDGE, TRAINING AND EXPERIENCE REQUIRED TO DO THE JOB

· Standard Grade English, Arithmetic, Computing qualifications or equivalent work experience.

· Experience of dealing with the general public is desirable
· Keyboard skills including knowledge of Microsoft Office.

· Understanding of confidentiality.
· Good working knowledge of IT applications.


· Experience of working in a large (ideally hospital) organisation.

· Evidence of team working skills with ability to work under pressure, in a stressful environment, using own initiative.

· Good organisational, communication and interpersonal skills.

· It is essential to be motivated and enthusiastic  
· Car is desirable but not essential for travel between sites
On the job training and assessment in specific systems and procedures is provided.  
  11.  
JOB DESCRIPTION AGREEMENT

Job Holder’s Signature:

Date:

Head of Department Signature:

Date:
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Job Title:   Public and Patient Involvement Research Champion
Responsible to:  R&D Officer
Department(s): Research and Development
Job holder reference:

No of Job Holders: 1 

A .
ROLE OF THE DEPARTMENT /FUNCTION 

NHS Forth Valley has a responsibility to ensure that:

· All research studies undertaken within the Board comply with the requirements of the UK Policy Framework for Health and Social Care Research,   relevant legislation and Good Clinical Practice.  

· That  staff have the knowledge skills and support  to undertake  research

· That  the interests of  patients are safeguarded  and 

· That there is appropriate monitoring  of  research activities and funding 

These duties are managed and overseen by the Research and Development Officer, Head of Efficiency, Improvement and Innovation and the Medical Director.
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