2122/15

OXLEAS NHS TRUST 
JOB DESCRIPTION

JOB TITLE: Primary Care Mental Health Business Manager 
GRADE:  Band 7
DIRECTORATE: Greenwich Adult Mental Health and Learning Disabilities
HOURS OF WORK: 37.5
RESPONSIBLE TO: Service Manager

ACCOUNTABLE TO: Director of Adult Mental Health and Learning

                                     Disabilities
RESPONSIBLE FOR: Administration Manager (Band 5) / Employment Support Manager)

LIAISES WITH: Finance Directorate, Service Improvement Directorate, Business Office, Informatics Directorate, CCG, Local Authority, , service managers and administrators, senior clinicians, team managers.
BASE: Eltham

Overview of the post:

To provide business management support to Greenwich Time to Talk including the Clinical Lead and Deputy Clinical Lead, Service Manager, Senior Management Team and senior clinicians in the delivery of the core business of the service. To utilise a range of management information to improve the business planning process including capacity and demand management and to meet strategic and service priorities. To monitor and report on key IAPT performance indicators. 
To project manage service improvements  and support the Senior Management Team  on service development initiatives.
The post holder has responsibility for information management and for the administrative processes for patient referral and performance and outcome monitoring using an IAPT compliant patient information management system. The role will include line management for the Administration Manager and Employment Support Manager. The postholder will be required to work closely with colleagues in Informatics Analytics and take a lead in the regular undertaking of detailed and complex audits and surveys and establishing work streams to address data quality and activity issues.  

The role will include responsibility for marketing and communications for the service to increase referrals and access. This will include communication  with Clinical Commissioning Group (CCG) Commissioners, and local  stakeholders  such  as  GP  Practices,  other  community  health  providers,   Third  sector organisations (particularly Greenwich MIND), the local authority  and government employment  agencies including Job Centre Plus and Greenwich  Local Labour and Business  (GLLAB). Fostering good relationships with internal and external stakeholders is a key aspect of this role.
The role will also include responsibility for budget management, facilitating the annual planning and governance processes and recruitment. 

Key tasks and responsibilities:

1. To provide support in the co-ordination of the business planning process
· Assist the Senior Management Team during the annual planning round and in the production of the Local Delivery Plan (LDP). Including:
· Responsibility for collating updates of the Service Annual Plan with the Senior Management Team;
· Ensuring that the Service risk register remains up to date;
· Reporting of complex service activity to inform the business planning process.

· Provide support to Senior Management Team in the production of local business plans in line with the Service and Directorate’s priorities.
2. To project manage service improvement initiatives

· To lead on projects that will deliver service improvements for clinical and administrative areas within the service and support the Senior Management Team in the development of complex project plans for Trust service developments. 
· To employ excellent change management facilitation and negotiation skills to encourage clinical participation in projects and overcome barriers to change.
· To ensure robust project delivery processes that result in sustained and measurable benefits to the service.
· To instigate and facilitate user workshops using a range of communication techniques to engage clinical staff in the change process.
3. To co-ordinate and provide financial management support to the senior management team
· To facilitate the delivery of financial information to support the management of £3 million budget and business planning process of the Service. Including:

· Support to the Business and Service Improvement Manager in developing the local response to Service Line reporting and the introduction of payment by results.
· To be responsible for validating and signing invoices for Service spend.
· To work with the Directorate’s management accountant to provide a summary of the regular finance reports on a monthly basis for discussion at Service Management Team meetings.  This will include:

· Undertaking trend analysis and challenge areas of concern with the Service Manager and Clinicians;

· Commentary on specific areas of over and underspend;

· Highlighting potential opportunities and areas of risk;

· Investigating the reasons for variances against budget.

· In conjunction with finance colleagues, advise senior managers and clinicians on Trust financial procedures.
4. To lead on information systems development and provide management and clinical information to support service developments and improvements
· To provide technical and analytical expertise to the senior management team in the development and monitoring of key performance information systems in areas such as. 

· Capacity and demand management

· Waiting times and care pathways

· Recovery rates and outcomes

· Referrals and increasing access

· Service productivity

· Benchmarking

· Individual staff performance
· Provide monitoring, collection and compilation of local information that relates to performance against service indicators. Undertaking trend analysis and identify areas of concern
· Regular monitoring of data quality performance to ensure that the service meets local and national IAPT Key Performance Indicators. Undertaking trend analysis to identify areas of concern and make recommendations for improvements.
· To co chair local data quality groups, implementing policy and providing leadership and advice within key areas of the service to improve the standard of data collection and reporting.

· To lead on the development of systems and processes to ensure compliance with agreed standards and time-scales for inputting data.
· To support the Business and Service Improvement Manager in developing and providing the performance monitoring reports required by service commissioners and present this information at external meetings.
· To lead on the provision of performance data and the development of improvement initiatives to ensure the service meets the pre agreed commissioner targets. To meet regularly with the commissioners and to discuss current performance.
· In co-ordination with the IMT Directorate take responsibility for the management, development and governance of the patient management sytems (IAPTus).

· Lead on other IMT developments including self help computerised CCBT

· To take a lead in ensuring that the team complies with the trusts  information Governance requirements.
5. Staff, Training and Line Management Responsibilities
· To take overall responsibility for the administrative and employment support functions of the service and line manage the administration manager and employment support manager. To monitor staff performance, set objectives and undertake regular individual performance reviews of directly managed staff.
· Facilitate the recruitment process for the service to ensure timely recruitment of staff. 

· With the Clinical Lead to ensure the development of a comprehensive service induction programme.
· To identify training needs to ensure staff are appropriately developed and they are effective, efficient, motivated and engaged.
· To ensure that there is access to the necessary training for trainees and supervisors, and to monitor mandatory training.
· To develop operational policies for the administrative, employment and information 
systems components of the service

6. Quality / Governance 
· To ensure that the service has risk management systems in place, e.g. incident reporting, incident analysis and risk assessments. Responsibility for managing the complaints investigation process.
· To be the Health and Safety lead for the service
7. Marketing and Communications
· Lead on marketing and communications for the service to increase access and referral rates. 

· Work with the Communications Directorate, Senior Management Team, CCG and Local Authority to develop the self-referral pathway into the service through a range of media. Monitor and evaluate the effectiveness of marketing campaigns. 
· Monitor and develop existing communication systems with GP practices, 3rd sector and other healthcare providers to ensure that the relationship with them are maintained and enhanced. 
8. General
· To keep up to date with the national IAPT and Primary Care Mental Health agenda and inform the senior management team.
· Respond to non-routine requests for information from key stakeholders including theCCG, senior clinical team and senior management team including the Service Director within agreed time-scales.
· To deputise for the Service Manager in their absence at Directorate and Corporate meetings.

· Regularly present complex data and reports to Senior Clinical Team, Directorate Management Team, local councillors and to Trust wide groups 
· To liaise with the local authority and CCG on key performance areas which may be commercially sensitive and contentious.

· To utilise excellent communication skills to foster close working relationships with clinical staff, senior managers and external stakeholders to ensure collaborative working to realise service improvements and additional investment in services.

Terms and Conditions
The post holder is subject to the terms and conditions of OXLEAS NHS FOUNDATION TRUST.

This Job description gives an outline of the post and is subject to review in consultation with the post holder.

Confidentiality 

The Post holder must maintain the confidentiality of information about patients, staff and other health service business in accordance with Trust Policy.

Risk Management
The Post holder will ensure compliance with the Trust’s risk management policies and procedures.  These describe the Trust’s commitment to risk management, the recognition that our aim is to protect patients, staff and visitors from harm and stress and that all staff have a responsibility to minimise risk.

Infection Control

All staff are required to be familiar with the Trusts infection control policies, and national guidance in relation to infection control. All staff whose normal duties are directly or indirectly concerned with patient care must ensure that they complete mandatory infection control training and are compliant with all measures known to be effective in reducing Healthcare Associated Infections.

Equality, Diversity and Human Rights
The Post holder will treat all colleagues, service users, carers and members of the public with respect and dignity regardless of their gender, age, race,  religious beliefs, religion, nationality, ethnic origin, social background, sexual orientation, marital status, disability, HIV/Aids status, criminal background and Trade Union status.  The Trust has a Policy for Equality and Human Rights and it is the responsibility of all staff to ensure that this is implemented.

Health & Safety
All staff must be aware of the responsibility placed on them by the Health & Safety at Work Act (1974) to ensure that the agreed safety procedures are carried out to maintain a safe condition for employees, patients and visitors.

Professional and NHS Codes of Conduct
You are required to act at all times in accordance with the relevant professional Codes of Conduct and Accountability (including, where applicable, those for Board Members).  In addition, all management staff must comply with the ‘Code of Conduct for NHS Managers’ and ‘Standards of Business Conduct for NHS Staff’.

Safeguarding Children

Safeguarding children is everyone’s responsibility. Whatever your role within the trust the welfare of children should be your paramount consideration. In cases of suspected abuse or neglect the duty of care that member of Oxleas staff owes to a child, will take precedence over any obligation to the parent or other adult. All members of Oxleas staff who have contact with service users, or their families, should be familiar with guidance on Child Protection/Safeguarding Children from their own Professional organisations; the trust and the London Safeguarding Children Procedures. Staff are also required to attend mandatory safeguarding children training.

 
Financial Management and Control of Resources
All staff are responsible for the security and the property of the Trust, avoiding loss or damage and being economical and efficient in the use of resources.  Staff are required to act in accordance with the rules and regulations as described in the Trust’s Policy relating to the Financial Management and Control of Resources’.

Customer Care
It is the aim of the Trust to provide patients and clients with the best possible care.  All staff are required to put the patient/client first and do their utmost to meet requests and needs courteously and efficiently.  

Personal/Professional Development Planning/Mandatory Training
All staff should have a personal development plan and in conjunction with their manager, should actively determine and pursue agreed training and development needs and opportunities.  All staff are required to attend mandatory training as designated by the Trust.

No Smoking
Oxleas NHS Foundation Trust has a no smoking policy.  Staff are not permitted to smoke within or on Trust premises.

Signed by Line Manager
Signed by post holder

Date                                           
             Date
Print Name




Print Name 
STRUCTURE CHART NOT SAVING WHEN ACCEPT TRACK CHANGES
PERSON SPECIFICATION 

OXLEAS NHS TRUST

JOB TITLE:
Primary Care Mental Health Business Manager 
DEPARTMENT:
Greenwich Time to Talk (IAPT) – Greenwich Adult Mental Health and Learning Disabilities Directorate
GRADE:
Band 7

	Education/Qualifications
	How measured

	· Degree level education in a relevant subject or equivalent.
· Project management qualification (Prince2 or MSP).


	Application form

Application form

	Experience
	

	· Minimum of 2 years of varied office/business environment systems experience.

· Experience of working in the NHS or similar environment.

· Experience of prioritising and managing own workload to meet tight deadlines.

· Experience of managing change/ improving processes and systems, including formulating change plans.

· Experience of adapting and designing information systems to meet service requirements.

· Experience of co-ordination and planning of complex information improvement projects.

· Experience of using and applying analytical statistical processes.
· Experience of working with corporate communications departments to deliver marketing campaigns


	Application and interview

	Skills/Abilities/Knowledge
	

	· Excellent numerical skills and ability to develop and maintain complex spreadsheets.
· Able to understand complex budgets.

· Excellent written and verbal communication skills.
· Understanding of marketing strategies to improve access to services

· Ability to analyse and present complex scenarios which may include sensitive information in a readily accessible format.

· Excellent report writing skills.
· Ability to interpret complex data into concise management information reports

· Ability to undertake formal presentations to senior management teams and other large professional groups.

· Ability to influence at all levels within the organisation.

· Well developed decision making skills and the ability to make judgements from a range of options.

· Ability to pay attention to detail and work to tight deadlines.

· Excellent administrative and organisational skills

· Experience of leading, preferably chairing, and minuting meetings

· Ability to use own initiative and act independently. Confident in working without close supervision.

· Able to act in an assured manner when faced with a challenge.

· Ability to develop and maintain working relationships across organisational boundaries.

· Ability to work closely and develop successful working relationships with staff at all levels in the Trust.

· Ability to work effectively as part of a small team.
· Ability to motivate change and develop enthusiasm in colleagues.
· Excellent working knowledge of all Microsoft Office packages including Word, Excel, Access and PowerPoint.

· Good understanding of issues relating to corporate governance including Data Protection and Freedom of Information.


	Application and interview

	Effort and Environment

· Post requires significant time spent at keyboard and at a PC.

· Ability to concentrate for prolonged periods on detailed statistics and complex calculations. 

· Ability to work in a lively office environment with an unpredictable work pattern and regular interruptions.

· Ability to change from one activity to another at short notice.

· Travel within local borough and across SE London.


	

	Values & Behaviours
Excellence

In my work for Oxleas NHS Foundation Trust:

 I set high standards for myself and others, and take accountability for results

 I am ambitious to improve and innovate

 I encourage improvement through continuous learning,

 I make best use of people’s time, and recognise the valuable contribution of others
Caring

In my work for Oxleas NHS Foundation Trust:

 I am committed to making a positive difference to people’s lives

 I treat everyone with dignity and respect

 I am thoughtful and listen to others

 I actively support the well-being of others
Integrity

In my work for Oxleas NHS Foundation Trust:

 I will do the right thing

 I ensure my actions reflect my words

 I am fair and open to challenge and have the courage to challenge others

 I positively contribute to building trust with colleagues and partners
Teamwork

In my work for Oxleas NHS Foundation Trust:

 I provide high support and high challenge for my colleagues

 I understand the impact my work has on others and how their work affects me

 I recognise that we can’t do this alone

 I am adaptable to the changing needs of others



