Job Reference Number…………Sco6-5471………………………
NHS TAYSIDE – AGENDA FOR CHANGE
JOB DESCRIPTION

	1. JOB IDENTIFICATION




	Job Title
	Ophthalmic Technician Band 4

	2. 
	Departments/Location
	Ophthalmology

	3. 
	Number of job holders
	2

	4. JOB PURPOSE

      On completion of appropriate training and education:

To help provide a professional Ophthalmic Imaging service for NHS Tayside, and to support the delivery of high quality patient care in a safe and secure environment.
To work as part of the ophthalmic imaging team based at Ninewells and Perth Royal Infirmary. The post-holder will deliver an unsupervised Optical Coherence Tomography (OCT) service at base sites but will also be required to provide cross-cover services to multiple NHS Tayside sites. 
To provide assistance and administrative support to Imaging staff and staff in all areas within Ophthalmology.


	1. ORGANISATIONAL POSITION


Specialist Services Care Group Management Team



Ophthalmic Imaging Manager


Ophthalmic Scientific Practitioner x3 (B5)

Ophthalmic Technician X1 (B4)

Ophthalmic Technician X1 (B4)
	



Lead Clinician
Ophthalmology

	2. SCOPE AND RANGE

To provide a comprehensive Ophthalmic Imaging and Clinical Investigation Service to patients of all ages with diseases of the eye or visual system. 
Perform all clinical and non clinical work using specialised imaging equipment.
To be responsible for administration and clerical duties relating to the imaging service.


	3. MAIN DUTIES/RESPONSIBILITIES


Clinical

1. Maintain high professional standards of Ophthalmic Imaging & Investigation Services to patients.
2. Work collaboratively with colleagues to ensure services meet changing health care needs.
3. Provide support and assistance to the Ophthalmic Imaging Manager.
4. Follow guidelines for the implementation of policies.
5. Perform a range of diagnostic imaging investigations to a high level of competence. This includes:

Ophthalmic Imaging

1. Undertake optical coherence tomography of the retina, optic nerve and retinal nerve fibre layer.
2. Snellen/Logmar visual acuity measurement.
3. Perform retinal imaging and image analysis using current standard techniques.
4. Undertake visual field assessment.
5. Record patients intraoccular pressures.
6. Prepare designated rooms for imaging ensuring compliance with service protocols and health and safety guidelines.
7. To meet and greet patients, set them up for testing and explain the procedure.
8. Provide primary reports or evaluations on a range of ophthalmic imaging investigations.
9. Maintain continuous professional development appropriate to the range of ophthalmic imaging services provided for patients.
10. Undertake simple fault remedy, cleaning and maintenance of imaging equipment or any apparatus within the department.

Other duties: 

1. Maintain a patient diagnostic database for all clinical work undertaken.
2. To receive instructions from doctors i.e. the type of photography, exact lesions that are to be photographed.
3. Interpret instructions from notes.
4. Make decisions regarding urgency of certain investigations and timing of follow-up.
5. Maintain robust systems of data capture, quality, storage and retrieval and to ensure an appropriate and responsible library service is provided.
6. To report to Imaging Manager, any issues or failure with imaging systems or PCs.
7. To attend frequent meetings/workshops to enhance knowledge in new imaging technologies.
8. Keep up-to-date with regard to all relevant technical and professional developments. 
9. Ensure every patient is treated as an individual.
10. Welcome, reassure and give information to patients as required.
11. Maintain and promote Health and Safety of self, patients and members of staff.
12. To attend annual CPR and other mandatory training.


	4. COMMUNICATIONS AND RELATIONSHIPS

To establish clear lines of communication and ensure co-operative planning and decision making.

Patients and Relatives: Convey information involving photographic investigations/examinations.
To show digital images on screen and explain were necessary.

Clinicians: Liaise with referring clinicians re type of photography required, patient criteria and test results.

Ophthalmology staff: Liaise with all levels of nursing staff, theatre staff, ward staff and administrative staff to ensure correct preparation and appointing of patients to allow a smooth pathway of patients through the Ophthalmology Department. 

Visitors: Inform and demonstrate equipment and techniques to visiting clinicians, junior doctors, medical and nursing students and guests.

Other departments: Maintain good communication links with other departments within the organisation.

External links: Maintain good communications with other Ophthalmic Imaging departments, within the UK and worldwide regarding new technologies, workshops.

External Maintenance: Confer regarding routine maintenance visits and equipment fault reporting. 


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

Essential 
A good standard of general education to Standard Grade or GCSE.
Experience working with people, preferably in a health care setting.
High level of communication and interpersonal skills with friendly outgoing personality.
Ability to work effectively as part of a team.
Ability to work within the time constraints of a clinic appointment system.
Ability to travel as post-holder will be required to travel to clinics within NHS Tayside.

Desirable 
Qualification in photography or equivalent qualification / experience.
A good knowledge and practical skills in dealing with a range of Imaging equipment.
Demonstrate a high level of discretion and confidentiality.
Demonstrate a high level of flexibility with regard to work schedules.

The post holder will satisfactorily complete a comprehensive training programme supervised by the Ophthalmic Imaging Manager and other imaging staff.

Your performance must comply with the national “Mandatory Induction Standards for Healthcare Support Workers 2009” and with the Code of Conduct for Healthcare Support Workers



ESSENTIAL ADDITIONAL INFORMATION

	6. SYSTEMS AND EQUIPMENT

Equipment
This consists of using a variety of specialised equipment to capture images of the eye both in adults and children.
Imaging equipment requires a great degree of accuracy and precision and is used under strict operator and manufactures guidelines and in compliance with statutory regulations.
Use of a variety of computers, laptops both Windows.

Information Systems
Use of Microsoft Windows, Microsoft Word, Excel, PowerPoint.
Use of specialist imaging software designed for storage, retrieval and analysis of all types of images. 
Use of email and intranet for organisational policies and procedures.


	7. PHYSICAL DEMANDS OF THE JOB

High degree of prolonged concentration and accuracy while operating Imaging equipment.
Patient contact involving exposure to environmental risks.
Administration of dilating drops to patient’s eyes.
Occasional exposure to distressing circumstances.
Frequent light to moderate lifting, moving equipment for use with patients, wheelchairs etc, requires manual handling skills.
Long periods working at a computer console/VDU.


	8. DECISIONS AND JUDGEMENTS

Exercises own judgment when prioritising demanding daily workload.
To work unsupervised and provide a clinical technical support service for patients.
Uses clinical judgment, experience and knowledge to ensure optimum imaging standards and patient care for all cases.
Exercises own judgment when dealing with consultant and patient enquires and finding solutions to any problems that may arise.
To demonstrate a high degree of discretion with regard to handling of patient information.

Responsibility for Records Management
All records created in the course of the business of NHS Tayside are corporate records and are public records under the terms of the Public Records (Scotland) Act 2011.  This includes email messages and other electronic records.  It is your responsibility to ensure that you keep appropriate records of your work in NHS Tayside and manage those records in keeping with the NHS Tayside Records Management Policy and with any guidance produced by NHS Tayside specific to your employment.



	9. MOST CHALLENGING/DIFFICULT PARTS OF THE JOB

High turnover of patients in each OCT session.
Demand-led service that produces many unpredictable situations workload and conflicting requirements; frequent need for concentration under pressure.
Ensuring patient cooperation by overcoming patient fears, lack of knowledge. Using empathy and persuasion to achieve a positive experience for the patient and optimum imaging standards.


	10. JOB DESCRIPTION AGREEMENT 
The job description will need to be signed off using the attached sheet by each postholder to whom the job description applies.





JOB DESCRIPTION AND ESSENTIAL ADDITIONAL INFORMATION FORM – SIGNATURE OF AGREEMENT

	
Post Title

	Ophthalmic Technician

	
Reference Number

	



The attached job description and essential additional information will be used as part of the Agenda for Change assimilation exercise and therefore the job matching panel may wish to seek further clarification on any issues contained within the documents. Should this be necessary please identify an appropriate Manager and Postholder representative who can be contacted to provide this clarification.  (This may be one of the undernoted postholders or a staff side representative who has been involved in agreeing the job description)

	Responsible Manager

	Mr. J Talbot
Ophthalmic Imaging Manager

	Contact No.

	01382 632373

	
	

	Postholder Representative

	

	Contact No.

	



I/we the undersigned agree the attached document is an accurate reflection of the requirements of the post. The essential additional information provides accurate information of additional job related factors.

	Signed :- (Manager)


	



	Staff Members:
	
	

	PAY NUMBER
	NAME
(BLOCK CAPITALS PLEASE)
	SIGNED
	POST NO.
(office use only)
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