[image: New NHS GJ logo]Delivering care through collaboration                            

NHS Golden Jubilee 
Beardmore Street, Clydebank G81 4HX		
Telephone: 0141 951 5000
www.nhsgoldenjubilee.co.uk	

Chair: Susan Douglas-Scott CBE
Chief Executive: Professor Jann Gardner

Recruitment line: 0800 0283 666

Dear Candidate,

POST: Waiting List Co-ordinator/Team Leader – Orthopaedic Surgery
HOURS: 37.5 hours per week
SALARY: Band 4 - £25,914 to £28,187 per annum
[bookmark: _GoBack]CLOSING DATE: 18th January 2023

NHS Golden Jubilee welcomes your enquiry in connection with the above post.  Please find enclosed an information pack.

Should you wish to submit an application for the above post, please ensure you do so in advance of the closing date.  Late applications will not be forwarded for short listing.

When providing referees on the application form, please be aware that we require a minimum of two references to cover at least two years of previous employment/training history.   If there is insufficient space on the application form to list all of your referees, please provide on an additional page.  Where possible, please provide us with e-mail addresses for contact.  Additionally, you should note that as part of the pre-employment checks a PVG or Disclosure Scotland check will be completed.  It is an offence for barred individuals to apply for regulated work.

Should you contact the recruitment team to discuss any queries regarding your application it is advisable that you retain the job reference number as you will be asked to quote this when you call.    

In the meantime, I wish you success with your application and should you require any further information please do not hesitate to contact the recruitment team on the contact telephone number shown above.

Yours sincerely,
[image: ]
Gabriella Swinyard
Senior Recruitment Advisor
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NHS Golden Jubilee 

General Information for Candidates

· This information package has been compiled to provide prospective candidates with details of the post and background information about NHS Golden Jubilee. 

· The contents of this package are as follows:
· Job Description/Person Specification
· Terms and Conditions of Service
· Information on Agenda for Change

· The Equal Opportunities Monitoring form which you will be requested to complete via our electronic application system is required for monitoring purposes only and will not be made available to the interview panel during any part of the recruitment process.

· NHS Golden Jubilee operates a No Smoking Policy on all Premises and Grounds and in shared vehicles. 

· All offers of employment will be subject to the receipt of two year’s satisfactory References, Occupational Health screening and Disclosure Scotland clearance.  Please note that it is an offence under the act for barred individuals to apply for regulated work.

· Please submit your completed application through the Jobtrain Recruitment System.
 
· The shortlisting process will take place shortly after the closing date. 

· As a Disability Confident Leader we recognise the contribution that all individuals can make to the organisation regardless of their abilities. As part of our ongoing commitment to extending employment opportunities all applicants who are disabled and who meet the minimum criteria expressed in the person specification will be guaranteed an interview.

· The organisation has introduced a set of shared values. These values will be measured during our Values Based Competency Interview.  Our values are:

· Valuing dignity and respect
· A “can do” attitude
· Leading commitment to quality
· Understanding our responsibilities
· Effectively working together 
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	Essential
	Desirable

	Qualifications/Training



	· Educated to diploma level (SVQ3 or BTEC) or equivalent level of knowledge 
· Competent in the use of information technology & use of Microsoft packages 
	· ECDL

	Experience





	· Experience in collating statistical data and information


	· Previous experience of working with hospital clinical systems
· Experience of working in a healthcare environment
· Previous experience in waitlist co-ordination

	Skills/Knowledge





	· Excellent interpersonal and communication skills 
· A working knowledge of New Ways principles and the new TTG guidance
· Demonstrates excellent organisational skills
· Ability to present complex information clearly and logically in both written and oral forms
· The ability to work alone and as part of a team
	· Problem solving and analytical skills – ability to critically analyses systems and processes in order to determine potential for improvement and simplification
· Good presentation skills
· Project Management skills

	Additional job
requirements
e.g. car driver, unsocial hours

	
	

	Any other additional information
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	1. JOB IDENTIFICATION

	Job Title:                                        Patient Co-ordination Centre Waiting List Team Leader
Accountable to:                             Patient Co-ordination Centre Supervisor
Responsible to:                             Patient Co-ordination Centre Manager/Business Services Manager
Division:                                         Business Services
No of Job Holders                         6

	2.  JOB PURPOSE

	· To improve the patient journey for those patients requiring all procedures, including Orthopaedic surgery, General Surgery, Plastics, Endoscopy and Cardiothoracic surgery/treatment minimising delays for patients, playing a key role in supporting the delivery of the Treatment Time Guarantee, national waiting time guarantees and 18 week RTT target 
· To ensure that accuracy and completeness of all waiting lists related to all specialties are maintained
· That patient activity is planned to achieve guarantees utilising all available clinic and theatre capacity to ensure that patient waiting times are minimised
· The post holder will be expected to monitor the administrative systems to ensure the achievement of national and local targets
· To co-ordinate and supervise all administrative activities relating to patient referrals and scheduling of all patient outpatient and inpatient appointments

	3. ORGANISATIONAL POSITION

		Business Services Manager


	PCC Manager
PCC Manager



	PCC Supervisor
PCC Supervisor



6 WTE PCC WLTL



PCC TEAM
PCC TEAM







	4. SCOPE AND RANGE

	· [bookmark: OLE_LINK1][bookmark: OLE_LINK2]Interacting with a wide range of staff groups to create solutions and respond to areas of pressure around waiting list management
· Overall responsibility for reporting the waiting list position to the PCC Manager for inpatient and outpatient waiting lists. To liaise with PCC Supervisor to ensure action is instigated to resolve waiting list issues where patient treatments are not scheduled for delivery in line with expected guarantees
· The post holder will require to be fully up-to-date with regard to waiting list targets/timescales and to ensure that this information is properly conveyed to all staff involved with waiting list management
· To have a full working knowledge and understanding of the TTG  “New Ways “of measuring waiting times and of the 18 week RTT programme
· To oversee the transfer of waiting list reporting processes to ‘report manager’, reviewing reports that are currently available and working with e health to produce a suite of reports for orthopaedics, ophthalmology, general surgery, plastics and Endoscopy to aide the management of waiting times
· To have an understanding of the NWTC Service Level Agreement with all NHS Boards
· Responsible for maintaining stock control and ensure resources are used efficiently and effectively
· Responsible for day to day supervision and co-ordination of staff within PCC
· Responsible for staff training within PCC

	5.  MAIN DUTIES AND RESPONSIBILITIES

	Waiting List Co-ordination and Management 
· To monitor and manage all waiting lists (inpatient and outpatient, available and unavailable)  ensure accuracy and completeness
· Ensure arrangements are in place to achieve the waiting list targets for GJUNH, as agreed with the Scottish Government Health Department
· To contribute to improving the quality and overall management of the waiting list, DNA rates, theatre utilisation, in consultation and cooperation with key managers and groups of staff
· To work towards minimising patients waiting times and ensure no patient exceeds the guarantees by identifying and highlighting long waiters to the booking office manager/ team leader in the first instance to ensure appropriate management of the patient
· To interface and maintain effective lines of communication with Business Services Management, WPCC Manager Operations Manager, Head of Operations, PCC Supervisor,, Medical Record Team leaders, clinical leads and the eHealth Department on waiting list issues. This will allow smooth running of day to day operations, immediate highlighting of problems and quick resolution of issues within the relevant areas
· To ensure TTG and 18 week RTT waiting list guidelines are applied appropriately
·  Work with the PPC Supervisor to ensure information on the waiting list and waiting list queries are addressed/ updated appropriately and timeously to reflect data requirements
·  To support the full understanding of waiting list management through appropriate mechanisms e.g. information delivery, training sessions for all staff involved in co-ordination/management of waiting times
·   Check daily/weekly/Monthly theatre availably rota matches Opera 6 weeks ahead of scheduled surgery
·   Ensure maximum utilisation of outpatient clinic and theatre slots
·   Daily waiting lists checks
·   Check daily Netcall reports
·   Assign Time blocks for Opera 
·   Management and co-ordination of staff annual leave
·   Management of staff performances (informally) with instruction from PCC Supervisor 

Activity Monitoring and  Performance Reporting 
· To contribute to the weekly waiting list meetings, weekly surgical recovery meetings and divisional planning meetings
· To work with eHealth team to incorporate monthly performance information in the monthly performance pack
· To maintain activity information and waiting list information as sent from corporate sources and to distribute these appropriately

Service Improvement
· Work with staff to support change, supporting them to meet the complex challenges of the waiting times agenda
· Develop/revise as appropriate, and monitor GJUNH plans for achievement of targets, and the action plan required to implement the strategy, drawing on best practice from elsewhere
· Identify and implement service change and process improvement to current practices in conjunction with relevant groups to improve the service delivery for patients on waiting lists
· Consider proactively best practice arrangements which would support modernisation of services where this will have an impact on the numbers waiting and/or waiting times, and take steps to implement arrangements for appropriate action in these areas
· Meet with service users to discuss changes to policies or procedures that may affect other areas i.e. introduction of new patient pathways

	6.  SYSTEMS AND EQUIPMENT

	Comprehensive working knowledge of all computerised clinical and non clinical systems relevant to the Patient pathway: 
	· Patient Administration System (TRAK)
· Netcall
· HIS
· RIS 
· SCI Store
· PACS
· Centricity
· OPERA Theatre system
· Microsoft Word                                                       
· Microsoft Excel - advanced skills 
· Report Manager           
· Clinical Portal                                       
	· Microsoft PowerPoint                                             
· Microsoft Explorer 
· Microsoft Outlook                                              
· Access Databases
· Telephone Redirection 
· E-mail, Internet and Intranet
· Photocopier/FAX
· Have a detailed knowledge and competency with the use of Microsoft Office packages to manipulate and analyse data for the assessment of performance
· Manipulate patient information to provide required reports




	7.  DECISION AND JUDGEMENTS

	· The post holder uses own initiative and discretion to make decisions regarding work load priorities and competing demands
· Works without direct supervision, e.g. leading the evaluation of the see and treat programme - advice available from the PCC Supervisor/Manager
· The post holder initiates actions to address any issues with waiting list variances
· Ability to make judgements on the prioritisation of tasks and activities, where there are competing priorities
· Ability to interpret complex information, making judgements on its relevance
· Demonstrate a flexible approach to problem solving

	8.  MOST CHALLENGING/DIFFICULT PARTS OF THE JOB

	· Balancing Waiting List activity in line with national and local targets
· Managing time effectively, prioritising work to meet demands
· Promoting and facilitating change
· Assimilating all information from system and providing information to all staff for action
· Dealing with conflicting priorities
· Being sufficiently adaptable, flexible and competent to manage a range of simultaneous tasks, often under severe time pressure
· Ensuring the Department activity targets are met

	9.  COMMUNICATIONS AND RELATIONSHIPS

	· Communicates with staff i.e. Senior Management Team of GJUNH, Health Records Manager, PCC Supervisor, eHealth, finance, nursing staff, medical record team leaders and clinical leads
· Communicates on a regular basis with External referring Board waiting list contacts
· Requires negotiation and motivational skills to allow facilitation of practice change, challenge practices without demoralising staff and enhance staff understanding of the needs of the service
· Must have the ability to acknowledge the sensitive nature of staff and service issues and use tact and diplomacy. Confidentiality and dealing with staff effectively on different levels is essential
· Use developed persuasive influencing skills, tact and diploma in written and verbal communications

	10. PHYSICAL, MENTAL AND EMOTIONAL DEMANDS OF THE JOB

	· Keyboard skills requiring high degree of speed and accuracy
· 90% of the work demands direct staff contact. 100% of the work is computer based therefore sitting in a restricted position for this proportion of duties
· Operate Office Machinery (photocopier/Fax, printer etc.)

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

	See Person Specification for full details. The post holder will have excellent organisational skills, a teamwork approach and someone who is capable of problem solving together with enthusiasm and drive to make sure that the targets are met for the benefit of patients




	12.  JOB DESCRIPTION AGREEMENT

	A separate job description will need to be signed off by each jobholder to whom the job description applies.

12.1 Healthcare Support Worker Induction Standards and Code 
of Conduct

Your performance must comply with the “Mandatory Induction Standards for Healthcare Support Workers in Scotland” 2009; and with the Code of Conduct for Healthcare Support Workers, both as amended from time to time, which are attached. (Further copies can be obtained on-line at www.workinghealth.com/standards/healthcaresupportworkers or from your Human Resources Department).  Failure to adhere to the Standards or to comply with the Code may result in poor performance measures or disciplinary action and could lead to dismissal; or if you are self employed, such failure will be deemed to be breach of an essential term of your contract, allowing us to terminate with or without notice.

 Job Holder’s Signature:


 Head of Department Signature:
	

















Date:


Date:








NHS Golden Jubilee
Terms and Conditions of Service


The terms and conditions applicable to this post are those of all NHS Scotland Employees.

1. Superannuation

You have the option to join the NHS Superannuation Scheme, to participate in the State Earnings Related Pension Scheme or to take out a Personal Pension.

Employees contributions to the NHS Scheme range from to 5.2% to 14.7% of salary (depending on rate of Pensionable Pay) and the employers’ contribution equates to 13.5% of salary. Employees in the NHS Scheme are “Contracted-out” of the State Earnings Related Pension Scheme and pay a lower rate of National Insurance contributions. Employees who choose to participate in the State Earnings Related Pension Scheme pay the higher rate of National Insurance contribution. A Stakeholder Pension is also available.

2. Salary

£25,914 to £28,187 per annum

3.  Grade

This post is offered at Band 4

4. Annual Leave

The annual leave entitlement in a full year commencing 1st April to 31st March is 27 days, rising to 29 days after 5 years’ service and 33 days after 10 years’ service. There are 8 Statutory and Public Holidays in each leave year. (Pro rata where applicable)

5. Hours of Duty

37.5 hours per week

6. Tenure of Employment

This post is offered on a permanent basis

7. Asylum and Immigration Act 1996 

Under the Asylum and Immigration Act 1996, we are required to carry out checks to ensure that all prospective employees are entitled to live and work in the United Kingdom. You will therefore be asked to provide appropriate documentation prior to any appointment being made.



NHS Golden Jubilee
Benefits

NHS Superannuation scheme: 

New entrants to NHS Golden Jubilee who are aged sixteen but under seventy-five will be enrolled automatically into membership of the NHS Pension Scheme.  Employee contributions vary from 5.2% to 14.7% depending on annual pensionable pay.  Benefits include a lump sum and pension when you retire, life assurance of 2 years’ pay - while you are working, pension and allowances for your spouse and children in the event of your death, and benefits for ill-health retirement.  

Our pension scheme is provided by Scottish Public Pensions Agency. This scheme is a qualifying pension scheme, which means it meets or exceeds the government’s new standards. All benefits including life insurance and family benefits are explained on the SPPA website http://www.sppa.gov.uk/

Annual leave entitlement (including public holidays):

35 days’ annual leave on appointment 
37 days’ annual leave after 5 years 
41 days’ annual leave after 10 years

Free car parking

Continuing professional development opportunities

Discounts at the Golden Jubilee Conference Hotel 
· Leisure Club membership – Get fit and healthy at the Centre for Health and Wellbeing with a discounted membership rate of £25 per month.
· Discounted Room Rates - Rooms rates discounted subject to specific conditions
· Discounted Dining - 20% off food and beverage when dining in the hotel.
· Golden Bistro (Hospital Restaurant) - Discounted food in our award winning hospital restaurant.


NHS Staff Benefits 

As a staff member in NHS Golden Jubilee, you will have access to a wide variety of offers and discounts from local and national businesses using your NHS ID badge. For more information and to view these discounts, visit www.nhsstaffbenefits.co.uk - new offers are added on a weekly basis. 
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