Dumfries and Galloway NHS


[image: ]
	
1. JOB IDENTIFICATION


Job Title: Area Support Services Manager (Domestic Services & Catering)  

Department(s): Acute & Diagnostics: Catering & Domestic Services

Job Holder Reference:

No of Job Holders:  1


	
2. JOB PURPOSE

To ensure the department meets the Board’s Objectives by delivering care that is:

· Person Centred
· Safe
· Effective
· Efficient 
· Reliable

The Area Support Services Manager will be responsible for :

· Meeting the agreed objectives set by the General Manager.
· Providing effective, efficient and high level leadership qualities, quality assurance and monitoring of catering & cleaning services across NHS Dumfries and Galloway.
· Overall management of catering & domestic services across NHS Dumfries and Galloway which involves operational service delivery,  strategic direction, planning, development, specialist advice and support.
· Setting quality standards in relation to the catering & cleaning services across NHS Dumfries and Galloway and embedding those standards into the departmental culture to ensure those standards are delivered.
· Strategic planning for the services within the remit, communicating the direction of travel and evaluating the strategies to measure their effectiveness.
· Overall management of Portering, Sewing, Linen and Laundry Services on the DGRI campus
· Delivering a quality service within budgetary limitations. 
 

	
3.  ORGANISATIONAL POSITION
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4.  SCOPE AND RANGE

NHS Dumfries and Galloway serves a population of 145,800 across a predominantly rural area of 2500 square miles. 

Catering Services
Dumfries and Galloway Hospitals - two Acute and eight Cottage hospitals, serve approximately 2000 meals per day to patients, staff and visitors. There is also a significant income from functions, both internal and external.
Responsible for approximately 150 catering staff within Dumfries and Galloway Hospitals with an annual budget of approximately £2.8 million.

Domestic Services
Responsible for approximately 245 support services staff and management of an annual revenue budget of approximately £4 million. 


	
5.  MAIN DUTIES/RESPONSIBILITIES

· Providing area-wide professional advice to service managers.
· Lead, develop, promote and implement the highest possible standards of service provision and management throughout the service.
· Communicate and liaise with service users and multi-disciplinary teams to deliver quality services, responding to complaints in relation to services.
· Develop and implement consistent quality monitoring procedures, with performance reports.
· Responsible for the implementation of and delivery of national mandatory 
      standards relating to the services within the remit of the post, i.e. 
Food Safety Act, Environmental Health Standards, Employment Law, HCSW /Domestic Portering Standards, NHS Scotland National Cleaning Specification & National Audit Standards, Health & Safety, Moving and Handling, COSHH.
· Monitoring and evaluation of standards of cleanliness through the Facilities Monitoring Tool (FMT).
· Management of Time to Clean work measurement system to ensure the level of cleaning input is appropriate and to predict the staffing levels including any future development.
· Design, allocate and review service provision to ensure the efficient and effective deployment of resources in order to deliver value or money
· To produce bids for capital investment group in relation to the procurement of equipment.
· Represent NHS Dumfries and Galloway  on National Groups e.g. Catering Expert Group, Domestic Services Expert Group and local groups as required
· Nominated Board representative on TUG and Cap panels to ensure that the products within national contracts meets service needs and that the contracts the panel award will deliver value for money and where possible savings.
· Assess and document complex risk within areas of responsibility and manage as necessary including datix reporting and response.
· Update and review Business Continuity Plans regularly to ensure they take account and provide sound plans for both Support Services and Catering. 
· Participate in the HAI Scribe process in relation to the suitability of the environment for delivery of the services within the remit of the post.
· Analyse, assess, develop, organise and implement the need for changes in 
practice across the service to improve standards and efficiency.
· Development of staff including conducting annual development reviews and setting objectives in line with the Staff Governance Standards.
· Dealing with staffing issues – e.g. Grievance, Disciplinary, Attendance 
Management.
· Promoting equality and diversity within the organisation.
· Recruitment and coordination of the delivery of training of staff.


	
6. SYSTEMS AND EQUIPMENT 

· Uses computer hardware and software in MS Office Professional suite.
· The production of spreadsheets and report templates in order to record, analyse
and present data.
· Requires a specialist knowledge of safe food systems (HACCP), 
use and implementation of National Catering Information System,
Bedside Ordering System.
· Requires to have a working knowledge of catering equipment and 
cleaning technology. 
· Uses NHS systems e.g. SSTS, PECOS.
· Operates domestic services equipment as required, particularly in training settings
· Programming, maintenance and updating of FMT system & Time to 
Clean measurement tool.
· Input data into the national benchmarking system.


	
7.  DECISIONS AND JUDGEMENTS

The Area Support Services Manager will work with a degree of autonomy in the areas of responsibility.  

Objectives will be agreed annually with their line manager in accordance with the performance management arrangements.

Decisions taken will relate to:

· Staff Management and deployment.
· Budget Management.
· Service Development and the methods of executing the developments.
· Judgements considering risk.
· The implementation of standards region wide.
· Training needs of Support Services Staff.
· Processes and procedures for meeting national recommendations.
· Problem Solving.
· Effective resource management.
· Policy implementation. 
· Disciplinary and Grievance matters.
· Health and Safety Management.
· Food Safety Management.
· Procurement.
· Counter-signatory to a range of returns and documents produced by 
service managers.


	8.  COMMUNICATIONS AND RELATIONSHIPS

Communicates with:

· Managers and staff throughout NHS Dumfries and Galloway
· Local Authority and other public sector colleagues
· Environmental Health Officer
· Other organisations providing operational services to NHS Dumfries and Galloway
· Professional colleagues in other NHS areas in the interest of benchmarking, quality assurance and collaborative working
· Staff Side representatives in order to develop working in partnership
· NHS colleagues in professional networks
· Members of the public
· Suppliers

Working in partnership and having the ability to lead and communicate at all levels is essential.  Communications can vary from simple explanations relating from day to day activity to complex debates at national and local level relating to strategic direction, review of national and local policies and service delivery. 


	
9. PHYSICAL DEMANDS OF THE JOB

The job is office-based, however due to the region wide management
responsibility there is a regular requirement to travel to and from the various sites.

The job also requires the jobholder to walk throughout NHS facilities on a frequent
basis. 

The job demands a degree of physical strength, skill and co-ordination when operating
or instructing on the use of equipment. There is bending, stretching and kneeling often in small uncomfortable spaces whilst auditing.

The mental demands imposed are typical of those that apply to senior 
departmental managers.


	
10.  MOST CHALLENGING/DIFFICULT PARTS OF THE JOB

Ensuring the achievement of a uniformly high standard of area-wide services and within the resources available.

Managing a large number of staff across a wide range of facilities and ensuring that the knowledge and skills required for managing staff who provide the services are up to date. 

Visiting and auditing in areas with challenging patients. 

Explaining strategy and organisational decisions at a level of understanding for everyone.

Negotiating and implementing change within a large staff group across many sites.



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

The post requires an individual who demonstrates competency in the critical leadership behaviours identified nationally as crucial to achieving success within NHS Scotland:

· working in partnership
· learning and development
· caring for staff
· improving performance through team-working
· communicating effectively
· improving quality 
· achieving results

The Area Support Services Manager should be a senior professional suitably qualified to degree level or equivalent with an advanced Diploma in Food Hygiene (or working towards), with wide experience of managing and advising on all areas of responsibility.

There is a requirement to ensure that knowledge and skills are kept up to date with national guidance, policies and new technologies. 


	
12.  JOB DESCRIPTION AGREEMENT


 Job Holder’s Signature:

 Head of Department Signature:
        


	



Date:

Date:





JOB TITLE:   Area Support Services Manager (Domestic Services & Catering

	ESSENTIAL
	DESIRABLE

	Qualifications
· Qualified to Degree level 
· Willingness to take on additional training as the job requires

	
· Diploma in Food Hygiene (will need to work towards this if not already qualified)

	Experience
· Experience line managing large groups of staff
· Hotel services experience

	


	Knowledge
· Up to date knowledge of national guidelines relating to Support Services and Catering
	

*

	Skills
· Driving Licence

	

	Personal Characteristics
· Excellent interpersonal and communication skills
· Contribute to a supportive working environment in the interest of staff morale and patient care
· Able to have positive working relationships 
· Committed to the delivering of positive outcomes across all aspects of the role
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