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JOB DESCRIPTION

	1.     JOB DETAILS

	

	Job Title:   


	Components /Testing /Hospital Services Manager

	Immediate Senior Officer/Line Manager:


	HEAD OF DEPARTMENT

	Department(s):
	SUPPLY CHAIN DIRECTORATE

	Division:


	SCOTTISH NATIONAL BLOOD TRANSFUSION SERVICE

	CAJE number:


	SNBTSG378


	2.   JOB PURPOSE

	Organise and manage BMS2, BMS1, TBMS and MLA staff in the performance and completion of their daily duties and workload in compliance with agreed work procedures, plans, targets and specifications to ensure the efficient and effective production, testing, issue and distribution of a range of blood components and services to hospitals, clinicians and patients.

Provide and input, to assigned department, a high level of specialised scientific/technical knowledge and experience related to methods, techniques and equipment in current use or in development.


	3.   DIMENSIONS
	

	The Processing and Testing (P&T) unit receives on average, 185,000 blood donations from 212,000 donor attendances across Scotland. Donations are received either from static sites, or from blood collection “sessions” in the community across Scotland. Around 213,000 blood components are prepared from these donations, at the P&T manufacturing site based at the Jack Copland Centre (JCC) in Edinburgh, before they are made available for use by NHS Scotland. A small number of plasma components are imported from tother UK Blood Services.

The P&T unit operates 24 hours per day, 365 days per year, utilising shift work and on-call.
The main national blood component stock is held within the P&T unit at the JCC and the Hub unit based at the Glasgow Regional Transfusion centre in Gartnavel. In addition, there are smaller stock holdings within the other Regional Transfusion Centres based in Aberdeen, Dundee, Edinburgh, and Inverness from where it is transported onwards to hospitals.

Our laboratories are ‘approved’ establishments for the training of Biomedical Scientists (BMS).

The post-holder assists the “Head of Department” in the management of staff, goods and services budgets of approximately £2.5million.

Staff (approx. whole time equivalents)

Staff Group

WTE
Associate Director

1

BMS 4 (AfC Band 8b)

4

BMS3 (AfC  Band 8a)

7

BMS2 (AfC Band 7)

13

BMS1 (AfC Band 6)

38

BMSW (AfC Band 3)

40

Total

103
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	5.   ROLE OF THE DEPARTMENT

	The SNBTS processes, manufacturers and supplies a comprehensive range of blood components, , tissues and cells for use by clinicians and hospital blood banks in the provision of patient care.

The SNBTS Manufacturing Directorate is responsible for the planning and provision of adequate supplies of safe, high quality blood components for NHS Scotland and, as such, plays a fundamental role in the provision of healthcare in Scotland.

Processing and Testing main functions, which are performed centrally at the Jack Copland Centre located on the Riccarton campus (Heriot-Watt University) in Edinburgh include:
· Manufacture of a variety of high quality blood components including virally inactivated imported plasma components

· Testing all donations for blood group and microbiological markers

· Extended blood typing of selected donations to meet clinical demand

· Excluding potentially infectious and otherwise unsuitable donations from blood supply

· Stock holding and subsequent issue to other SNBTS sites or direct to hospitals

· Balancing production with demand to minimise wastage and ensure effective use

· HCV/HIV NAT and HTLV testing of all donations collected in Scotland, as well as those of some of our sister organisations such as NIBTS and/or IBTS

· Bacterial/sterility testing of selected blood components and environmental monitoring of work areas

· Participating in the development of Manufacturing strategic direction in line with SNBTS objectives

· 24-hour service delivery, 365 days of the year, including, controlled access, fire alarms, major incident reporting etc.




	6.   KEY RESULT AREAS

	· Oversees the daily management of the routine operational aspects and emergency work of the assigned department, ensuring compliance with scientific/quality standards, the requirements of the Medical and Healthcare Products Regulatory Authority (MHRA), and at the same time fully meeting customer requirements. Routine diagnostic/technical/scientific work is performed when required.

· To manage, and if necessary, to participate within all aspects of the laboratory in order to ensure the continuous efficient and effective delivery of a high quality blood transfusion laboratory service, as defined by SNBTS policies to client hospitals. To provide a quality service to the customers and users of the laboratories whilst ensuring efficient and effective working practices are in place within the guidelines laid down by regulatory/accreditation bodies. Ensure the accurate and timeous provision of results on pathological samples and to ensure a supply of compatible blood and products to the satisfaction of customers.

· Compiles, analyses and reviews reports related to daily workload performance and statistics to ensure targets are met, quality standards are achieved, problems/incidents are reported/investigated, internal/external audits are responded to and appropriate corrective actions are implemented. Responsible for the preparation and timely review of standard operating procedures (SOPs).

· When necessary, attend, participate and contribute to P&T operational and quality performance review meetings where national and local issues, incidents, projects, on-going and future plans/developments are discussed and progressed. Prepare and submit any requested relevant information/reports/statistics/recommendations to ensure effective decision-making and successful outcomes arise from such meetings.

· Complete annual performance review and development cycle for designated/assigned staff ensuring that agreed objectives, training, learning and development needs are progressed and regularly reviewed; that any problematic issues are highlighted to line management for resolution and that staff are motivated and focussed to achieve departmental targets within an environment that supports close team building and working. Participate in the recruitment and selection of designated staff groups.

· Monitor and supervise service provisions to ensure delivery of the agreed service, taking remedial action when required. Effectively manage the stock within the region to maximise usage and minimise wastage. In line with customer service level agreements ensure agreed optimum stock levels are maintained thereby safeguarding the delivery of the service. This will be supported by developing and implementing contingency plans when required and contributing to the development of strategic plans for clinical service delivery.
· Supervises and contributes to the daily management of routine aspects of operational changes, equipment validations and component/test developments – including report preparation and presentation of results/outcomes at scientific meetings, symposiums, conferences and discussion groups as agreed with line manager. Be an effective member in allocated project teams.

· Ensure that all designated staff are appropriately trained, and assessed as competent, to carry out any work assigned to them. When appropriate, prepare and deliver training and/or training materials ensuring the completion of relevant documentation and records.

· Effectively manage a number of routine personnel/HR matters such as allocation of annual leave, administration of family friendly policies, absence management/reporting, routine occupational health service referrals/reports etc.– adopting a helpful, sensitive and supportive manner, at all times, in line with NSS policy. Involved in matters relating to discipline and grievance procedures when required.

· Ensure that all maintenance, repairs, servicing, calibration and validation of equipment in designated Department is completed and documented as scheduled. Take appropriate remedial action to correct any deficiencies highlighting to senior management when problems continue, are particularly serious or require other interventions.

· Assist (the department head) with the preparation of financial bids/funding for the on-going replacement of operational equipment, major new developments and/or procedural changes, staff and goods/services in line with P&T operational plans within a budget of approx. £2.5 million. Authorised signatory (up to £5000) for ordering (and approving others) materials, consumables and reagents to ensure there is sufficient stock holding to maintain and complete on-going workload. 
· Attend, participate and contribute to local and national scientific meetings, symposium, conferences and discussion groups as well as internal and external training courses. Ensure that current and new scientific information and/or literature, relevant to the assigned department, are available and disseminated to appropriate staff groups. Undertakes continuous professional development to maintain specialist skills and knowledge.

· Complies with Health and Safety (H&S) regulations as well as assisting the review of local H&S arrangements to ensure that safe working procedures are in place for themselves, colleagues, other staff and visitors to the department.

· Responsible for ensuring the accurate entry, recording and reporting of sensitive donor/donation/test/component information and records in various formats and in compliance with SNBTS and NSS policies.


	7.   ASSIGNMENT AND REVIEW OF WORK and DECISIONS AND JUDGEMENTS

	Assignment:
· Allocated and/or delegated by Head of Department

· Annual objective setting and performance review & development process

· Arising from operational business plans and targets

· The needs of internal and external customers

· From other SNBTS departments

· Self generated

· Representing Head of Department, in their absence, at meetings and other routine matters

In general, working practices and schedules are well defined and mainly routine in nature, supported by agreed standard operating procedures, guidelines and policies. The post-holder is managed by, and reports to, a “Head of Department” but will normally work without direct supervision and has considerable discretion in the organisation of the routine workload. Detailed work planning is self generated and requires considerable judgement and flexibility in responding to unpredictable and competing demands that have major significance for the service and its customers.
The post-holder will take part in and assist in the organisation of project/development/validation work or studies related to new tests, components, manufacturing processes, blood packs and/or equipment and may be asked to take the lead role depending on the scope and size of the work to be completed.

The post-holder will also organise, participate in, and input to local or national laboratory meetings and specialist groups (including H&S, scientific meetings etc) where future planning will be discussed. They will be integral to the local senior management team and thus involved in business planning, initiating local policy and service development whilst being expected to contribute to national fora on similar issues as needed. This role assists and supports the above functions of new and regional SNBTS developments such as new technology, equipment, materials and working methods.
Review:
Key objectives, targets and development needs are agreed annually with the Head of Department, with biannual reviews to consider progress, issues, obstacles as well as any personal support that is needed. The post-holder will be in daily discussion with the Head of Department with regard to routine, unusual, problematic or urgent operational, quality or personnel matters.

Decisions and Judgements:
The post-holder has considerable discretion in many aspects of the work of the department, such as:

· Routine work planning and staff allocation

· Preparation and maintenance of shift rosters, including arranging of short term cover

· Scheduling of training and performance review and development processes

· Annual leave allocation and cover

· Routine component/service provision, through discussion/communication with customers

· Release/acceptance of test results or manufactured components

· Identifying, agreeing and implementing improvements to working practices

· Investigating problems/incidents/defects or other types of non-conformances i.e. arising from audit

· Dealing with routine personnel or HR matters such as return to work interviews, occupational health service reports and administration of family friendly policies

- however the post-holder will closely liaise with, communicate and inform, the Department Head - particularly if the circumstances are unusual, very urgent/important/serious or challenging.


	8.   COMMUNICATIONS AND RELATIONSHIPS

	Communication is by meetings, telephone conversations and e-mail; in the form of oral presentations; written reports, updates, briefings, postings on notice boards, circulars etc.

Provide and receive routine, complex or sensitive communications from (internal and external):

· Head of Department, other P&T Managers and staff

· Blood Collection, Nursing, Transport and Quality Assurance colleagues

· SNBTS Clinical staff

· Hospital Blood Banks and Clinicians

· Frequent contact with National Information Systems Directorate (NISD) to report and resolve IT issues

· Blood Donors and the general public

· Taxi firms and Couriers

· Other SNBTS Directorates (PFC, HR, Estates, DS etc.)

· In partnership with staff side representatives

· Short life working/project groups

· Other SNBTS sister organisations, suppliers, customers and clients

Communications with the above groups could be for a wide variety of reasons, for example:

· Delays in release of test results

· Urgent or unusual requests from hospital clinicians

· Project implementations and new developments

· Investigations into quality incidents, anomalous test results, service failures, staffing issues etc.

· Application of personnel policies and procedures

· Procurement of materials, consumables and equipment

· Objective setting

· Validation and/or evaluation of new equipment, materials or processes

Communicating with SNBTS staff, and/or hospital blood bank staff and clinicians who urgently request and need supplies of blood components or test results that are not readily available, due to delays/problems/shortages, can be difficult and challenging due to the pressures and critical importance of these situations.

The post holder will be expected to provide professional advice and support to the Clinical Director in all matters relating to Transfusion Science.




	9.   MOST CHALLENGING PARTS OF THE JOB

	Co-ordinating and allocating work, which can often be of an urgent nature, especially when having to react to emergency situations where patient/hospital requirements are critical and/or there is a serious shortage of blood components and/or donations. There is a frequent need to make available, at short notice, specialised blood or blood components directly for named patients.

Ensuring there are sufficient staff present on each shift to successfully complete required workload, 24 hours, 7 days per week, 365 days per year can prove very difficult

Using judgement to schedule and prioritise work schedules in order of urgency and the allocation of staff and material resources to cope with changing priorities and deadlines.

Dealing with major equipment failures (such as Prism, Olympus and Cold storage), and problems with IT Systems (such as Progesa), and at the same time ensuring routine workload is completed, can be very challenging



	10.   SYSTEMS

	National Laboratory Information System

The main computer system used within the SNBTS maintains a comprehensive database of details on all donors, their donations, manufactured components, blood grouping and mandatory microbiology test results, component stocks and issues to hospitals/patients. It also maintains details of all key materials and staff involved in all stages of the collection, testing, processing and issue/distribution of all blood components throughout Scotland.

The post-holder will access and/or input data from/into this critical SNBTS system on a daily basis. For example:

1 to complete any of the routine laboratory workload

2 to modify/transform components or input test results, including confirmatory microbiology

3 to check/review component stock levels with particular emphasis on specific types (e.g. CMV negative stocks)

4 to check/review and/or investigate blood grouping anomalies and/or test result histories

5 to investigate quality incidents/failures and initiate component recalls

6 to reconcile daily testing workload with components prepared

Integra

The main software package in use within NSS/SNBTS as a financial management system. The post-holder will regularly access this system for “on line requisitioning” of non-stock items as the first stage in issuing a purchase order to a supplier. In addition the post-holder will access the system to approve purchase orders input by staff who do not have such agreed levels of authorisation (£5000).

Proprietary Software Systems

The post-holder will use software packages such as Word, Excel, PowerPoint and E-mail on a regular basis. Examples include reports, staff training records, national daily stock sheets and general correspondence.

Software for the Automated Transfer of Test Results

The P&T laboratories utilise automated data transfer software to transfer test results accurately and quickly from microbiology, bacteriology and blood grouping analysers. Access to such systems is strictly controlled by the use of passwords and approved levels of authority. 

Temperature Monitoring Systems

To maintain high performance of test kits, reagents, controls and samples for testing it is essential/critical that they are stored at the appropriate temperature at all times and that the SNBTS has records to support this. It is also important that such systems “alarm” and immediate action taken when the appropriate temperature conditions have not been met. The post-holder must ensure that such equipment is operating satisfactorily and that appropriate action is taken following each alarm event.

General Manual and Electronic Filing Systems, Records and Databases

The post-holder will input to the retention and maintenance of the following categories of departmental records, documentation and databases (this list is not comprehensive):

1. Complete/full testing, manufacturing and distribution records (both paper and electronic) to comply with Good Manufacturing Practice and Regulatory requirements and to provide full and detailed traceability for a minimum of 30 years

2. Controlled Standard Operating Procedures (SOPs) describing in detail all work instructions and policies/guidelines

3. Strategic and Operational Business plans, financial bids, Contingency/Crises plans, departmental objectives and key performance indicators and update reports, staff communications and briefings, workload statistics

4. Audit and incident/defect reports

5. Project documentation

6. Minutes of meetings such as Health and Safety committees

7. Relevant library from scientific literature

8. Training and Performance Review and Development records for each member of staff

9. Absence management, Grievance, Disciplinary, Annual Leave, Parental Leave, other Family Friendly policy leave, Overtime and On-call payments, Occupational Health Service referrals and other HR type records

10. General correspondence generated in the normal course of SNBTS business.


	11.   PHYSICAL, MENTAL, EMOTIONAL EFFORT

	Physical Effort  

There is a requirement for moderate physical effort in lifting, moving or manipulating reasonably heavy containers and/or trolleys. This will involve blood donations, components and test kits/reagents.

There is a need to attend meetings on a frequency of 1-2 times per week – this may involve driving.

Mental Effort

Deep concentration is frequently required when interpreting/analysing anomalous test results, investigating component quality failures, defects in materials and/or operational problems – also when preparing reports on such matters. It is also required when preparing, or when trying to ensure appropriate cover at short notice for, 24 hour, 7 day per week shift rosters, particularly at holiday periods or at times of high staff absence. Job demands can occasionally be unpredictable with a need to meet urgent clinical demands.

Emotional Effort  

Discussions with clinicians or hospital blood bank staff with regard to emergency requests for blood components or test results that are not immediately/currently available can be emotionally trying. Awareness that a blood component prepared and/or tested by P&T, or because provision of such was delayed, has resulted in serious harm/injury to a patient upon transfusion can also be emotionally challenging.

A working environment where there are, in addition to the routine workload, a number of competing objectives, new developments and frequent organisational, operational and regulatory changes, all of seemingly high priority, can be difficult to cope with.


	12. ENVIRONMENTAL/WORKING CONDITIONS & MACHINERY AND EQUIPMENT

	Environmental/Working Conditions

Adverse working conditions will include:

· working for periods in cold-rooms and walk-in freezers

· working with liquid nitrogen/carbon dioxide (dry ice)

· frequent use of VDU's

· direct contact with untested blood donations, components and samples

· handling biohazard samples known to be HIV, Hepatitis B, Hepatitis C, HTLV, Syphilis or Bacteria positive or other blood borne pathogens

· handling chemicals (some potentially hazardous)

· irradiation of blood components using sealed radioactive source

· operation of autoclave

Machinery and Equipment
As this position is both managerial and scientific/technical in nature the post-holder is not expected to actually operate equipment or perform “hands-on” the routine work of the department on a daily basis but may be required to do so depending on circumstances such as workload, faults or staffing levels. Components and Testing laboratories utilise a wide variety of expensive, sensitive and complex laboratory equipment and the post-holder is expected to input a high level of detailed knowledge/experience in ensuring safe, proper and optimal use. The post-holder will also utilise office type equipment, such as computer, printers, fax and photocopier, in performing their daily duties.

Testing

· Automated Blood Group Analysers – used to blood group and phenotype donor samples the results of which will allow the appropriate labelling of the corresponding blood components

· Automated Microbiology Screening Analysers – used to screen donor samples for a number of infectious agents which could be transmitted by transfusion if not detected (e.g. HBV, HCV, HIV, CMV, HTLV, Malaria)

· Bacterial Detection Systems – used to detect the presence of potentially harmful bacteria in blood components

· Sample Preparation Instruments – used to prepare, sub-sample and pool primary donor samples for more complex testing regimes

· Nucleic Acid Extraction Systems – used to isolate viral nucleic acid, both RNA and DNA, as a necessary first step prior to performing a Polymerase Chain Reaction (PCR) assay

· Nucleic Acid Amplification Systems – used to multiply/amplify viral DNA and/or RNA to levels that are detectable in current test systems

Components
· Semi-automated blood component preparation devices – used to separate plasma, platelets or red cells from whole blood donations

· Sterile docking devices and heat sealers – used to join (or separate) blood components or packs together in a manner that minimises the possibility of bacterial contamination

· -60oC blast freezers – to rapidly freeze plasma components ensuring coagulation factors are retained

· “clean room” facility – to allow the sterile preparation of certain blood components which can only be accomplished by entering the pack and increasing the risk of bacterial contamination

· Viral reduction/inactivation instruments – reduce/remove the risk of transmitting infections, such as HIV in certain blood components

· Flow cytometer – for counting very low levels of residual white blood cells in leucodepleted components

· Blood component irradiator – using irradiation to inactivate white cells ability to cause graft versus host disease in transfused recipients

· Haematology Analyser – to determine the cellular composition of donations/components/samples – red cells, white cells, platelets as well as haemoglobin levels and haematocrit

General
· Laboratory Information and Management Systems including bar code readers and wands – computerised system for recording all donor, donation and component details including all manufacturing activities and transactions, test results and workload statistics. Details of component stock levels, issue and distribution, as well as wastage/discards, is also recorded as are details of in-process controls, quality assurance assessments and test kit utilisation and wastage. Daily operational information and management reports are extracted from the LIMS to allow comparison of performance versus targets as well as ongoing operational planning.

· Cold rooms – both refrigerated and freezer – storage of blood component, test kits/reagents, controls, fresh and archive blood samples

· Water baths – thawing of frozen components, preparation of cryoprecipitate and performance of manual blood typing tests

· Automated central temperature monitoring and alarming systems – to ensure that components and test reagents are stored at the correct temperature throughout and that any deviation from specified levels are immediately alarmed and acted upon

· Centrifuges – used to separate blood components and samples into their specific fractions for analysis and in the performance of blood typing/grouping

· Incubators/agitators – used to carry out manual blood testing or component storage at appropriate temperatures


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

	Must have obtained an Honours Degree in Biomedical Science or equivalent, and have completed a period (approximately 12 - 18 months) of post graduation study and on the job training in blood transfusion, which led to state registration with the Health Professions Council (HPC).

A further relevant professional qualification or 5 - 7 years post registration experience working in a Blood Transfusion laboratory is also required. A proven track record as an effective BMS2 is normally essential.

Must have a good knowledge of current practices and anticipated developments in Transfusion Science/Medicine or in the Pharmaceutical industry.

Must undertake continuous professional development and maintain and develop specialist skills and knowledge in order to contribute to the continuous improvement/development of both themselves and the Blood Transfusion Service.

Good written and oral presentation and communication skills. Basic use of computer software programmes such as Word, Excel, PowerPoint and E-mail.


	14. JOB DESCRIPTION AGREEMENT
	

	Job Holder’s Signature:
	Date:



	Head of Department Signature:


	Date:



	HR Representative’s Signature:

	Date:
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