JOB DESCRIPTION 

	1.
	JOB IDENTIFICATION



	Job Title:
	Bed Manager



	Responsible to
	Lead Bed Manager


	Department(s):
	BED MANAGEMENT

	Sector 
	SOUTH SECTOR

	Operating Division:
	ACUTE SERVICES DIVISION




	2.
	JOB PURPOSE



	
	· The post-holder will be supporting the lead bed manager in the efficient, effective and safe management of beds throughout the Division.

· To assist in the development and implementation of a strategic framework for bed management for the Sector. 

· To continually maintain excellent written and verbal communications with all members of the multidisciplinary team providing secondary care services for patients throughout Glasgow.




	3.
	DIMENSIONS



	
	· Bed management provides a Sector wide service that encompasses all elective and emergency activity. The nature of this highly pressurised role interacts with all levels of staff, all departments and involves close liaison with a/e staff, ward staff, discharge department, ambulance service and portering staff. No two days are the same with regards the demands of the post.  This post is responsive to the ever-changing needs of the service.


	4.
	ORGANISATIONAL POSITION



	
	








	5.
	ROLE OF THE DEPARTMENT



	
	To provide a comprehensive bed management system in collaboration with all relevant professional groups and divisions comprising the Sector, ensuring that the beds are utilised both efficiently and effectively throughout the Sector, whilst maintaining both elective and emergency admissions to the Sector.


	6.
	KEY RESULT AREAS



	
	· To contribute to and support the implementation of a proactive bed management strategy for the Division

· To manage the operational components of bed utilisation throughout the Sector
· To review and update all operational policies on bed management on a regular basis

· To continually ensure that excellent quality of service provision is maintained at all times

· To continue to support the concepts of efficient and effective safe discharge planning

· To continue to develop admission protocols within the Division.

· Using expert clinical knowledge in conjunction with sound clinical judgement facilitate the safe, appropriate admission/transfer of patients out with their speciality, enabling the safe admission of acute emergency admissions from a variety of sources both internally and externally

· To advise and support the multidisciplinary team on any bed issues that may arise on a continuous basis within the Division

· To alleviate anxieties that staff demonstrate as ever changing bed pressures unfold throughout the day 

· To liaise with all members of the integrated discharge team to ensure that the utilisation of beds is maximised throughout the day

· To prioritise in conjunction with consultants/ managers re elective admissions/cancellations

.


	7a
	EQUIPMENT AND MACHINERY



	
	Competent and regular use of the following equipment:

· Telephone, fax and mobile phones

· Paging system

· His Patient information System

· Intranet and Internet

· Computer Systems including - computer software Microsoft office




	7b.
	SYSTEMS



	
	The post holder will

· Comply with the data protection act, Caldicott Guidelines, local policies and procedures relating to confidentiality and any access to medical records

· Maintain paper and computer records in relation to bed management systems and processes

· Collect and collate data on medical boarders 

· Collect and collate information on bed availability with the Division

· Check and record information on elective activity

· Collate data on elective patients and reasons for patients that are unable to be admitted to hospital




	8.
	ASSIGNMENT AND REVIEW OF WORK



	
	· Work is generated from the day to day elective admissions and emergency admissions to the Division

· Works as part of the bed management team, reports to the senior bed manager

· Work is exceptionally variable and subject to unknown factors

· Responsive to the specific needs and unpredictable nature of the service

· Work is self directed as the role is autonomous

· Professionally accountable for actions

· Work is also generated from the numbers of discharges from the Sector and the ability to flexibly utilise the available beds within the Sector


	9.
	DECISIONS AND JUDGEMENTS



	
	· The post holder will work autonomously assessing, planning, implementing and evaluating own workload.

· Exercise the ability to calmly and confidently challenge any interactions with regards to

            the movement of patients around the hospital, which fails to deliver an excellent 

            quality service 

· Expert clinical knowledge enables the post holder to use own initiative and 

            acts independently at all times

· Definitive decision making on minimising transfer of patients around the Sector.

· Works without direct supervision.

· To liaise with the consultant bacteriologist on call, out of hours with regards to

            any emerging infection control issues




	10.
	MOST CHALLENGING /DIFFICULT PART OF THE JOB



	
	· High profile pressurised post,

·  Manages the day-to-day operational issues of bed management, which influence the use of beds within the Hospital.

·  To deal with very stressful situations on a frequent basis when supply and demand are unable to be met easily. 

· Responding immediately to the unpredictable nature of work- load.

· Thinking logically and strategically at all times while under pressure

· Diffusing volatile situations

· Dealing with many different and diverse personalities in a professional calm manner at all times

· Dealing with aggrieved patients/relatives when planned surgery and or investigations are cancelled due to bed pressures

· To participate in the development of a longer-term strategy that underpins the philosophy of efficient and effective use of beds and impact positively on the quality of patient centred services.

· Working autonomously, without direct supervision, not infrequently in exceptionally stressful circumstances 




	11.
	COMMUNICATIONS AND RELATIONSHIPS



	
	The post holder will develop effective communication strategies to ensure the efficient and effective utilisations of the beds.

· This will include responding to complex pressures of the service both written and 

            verbal communications 

· Continuous processing, assimilating, analysing and responding to all types of information

·  Co-ordinating patient activity and subsequent communications from a variety of sources redirecting and ensuring safe and acceptable solutions for patients are achieved.

· Developing sound and inter-dependant relations ships with all grades of staff

INTERNAL COMMUNICATIONS WILL INCLUDE:

· Lead Bed Manager

· Demand & Capacity Managers

· Integrated Discharge Manager

· General  Managers

· Associate Chief Nurse
· Lead Clinicians

· Lead Nurses
· Sector Management Staff

· Medical Records Staff

· Clinical Service Managers
· Nursing Staff

· Medical Staff

· Portering staff

· Dart Team

· Infection control

· Discharge co-ordinator

· Patients

· Relatives

EXTERNAL COMMUNICATIONS WILL INCLUDE:

· Other Sector Bed Managers

· Ward Staff

· Ambulance Staff

· Health Board

· Social Services

· Other Relevant Staff




	12.


	PHYSICAL, MENTAL, EMOTIONAL AND ENVIRONMENTAL DEMANDS OF THE JOB

	Physical Skills:

· Dexterity, co-ordination and sensory skills for use of keyboard to input data and

            Collate information.

· Ability to handle complex information about activity waiting times and emergencies    

Physical Demands: 

· Constant physical effort walking /standing throughout and around the hospital site on your own; irrespective of geography of building/site or inclement weather 

· In times of crisis, aid transfer of patients from A/E to respective wards and inter ward transfers, thus alleviating pressure within departments

Mental Demands:

· High levels of concentration required at all times when exploring solutions to bed pressures on a very frequent basis throughout the day 

· Retention and communication of knowledge and information whilst being subject to frequent interruptions from members of the multidisciplinary team

·  To be fully aware at all times of patient movement throughout the hospital and fully aware of the pressure/demands this incurs to all staff

· Making judgements which involve highly complex facts and situations which require analysis, interpretation and comparison of a range of options

· Providing and receiving complex sensitive or contentious information where persuasive, motivational, negotiating, empathetic, reassurance skills required

· Using well developed inter-personal communication skills where there are significant barriers to acceptance of change in relation to bed utilisation

Emotional Demands: 

· Regularly communicating in a hostile antagonistic or highly emotive atmosphere

· Dealing very frequently with the transference of other members of the multi-disciplinary teams stress/anxieties

· Exposure to emotional or distressing situations happens on a very regular basis from all levels of staff from consultant level all specialties to junior staff

· Heightened emotional, stressful situations during winter period or ward closures due to infection outbreaks

· Continuously supporting junior members of both nursing/medical staff with decision making re admission/transfer of patients throughout the hospital safely

· Awareness of accountability/responsibility for all decisions taken with regards patients movement

· Remaining calm and in control when dealing with very difficult pressured situations and dealing with misplaced anger

· Skilled to diffuse emotive situations in a professional manner

· Unpredictable nature of bed management is emotionally exhaustive

· Having a pivotal role within the hospital ultimately requires the bed manager to always be accessible at all times throughout the day

· Emotionally upsetting when having to cancel planned patient admission/investigations

· Emergency admissions having long unforeseen trolley waits

Working Conditions:  

· Regular pressure from external sources to provide additional

            Information at short notice

· Autonomous role

· Unsociable hours, weekends

· Cross-cover of both hospital sites

· Unrelenting, continuous bed pressures

· No uninterrupted breaks




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



	
	The post-holder will have:

· Registered Nurse

· Normally 4 years experience to include a minimum of 2 years at Band 5
· Evidence of education to degree level or equivalent

· Excellent interpersonal skills

· Excellent working knowledge of Acute Services in the Secondary Care Setting

· Good working knowledge of Primary Care Services

· Excellent analytical and numerical skills

· Good IT knowledge and skills

· Advanced theoretical and practical knowledge of a range clinical procedures and practices

· Knowledge of hospital policies/procedures and practices specific to the working environment

· Excellent, effective listening and problem solving abilities

· Effective time management skills

· Ability to work effectively under immense pressure

· Ability to use initiative

· Well developed people management/team management skills
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