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GOLDEN JUBILEE NATIONAL HOSPITAL

JOB DESCRIPTION

	1.  JOB IDENTIFICATION                                                         

 Job Title:                    Programme Support Officer  Realistic Medicine 

     Department(s):           Medical Directorate
     Responsible to:          Associate Medical Director

	2.  JOB PURPOSE

The post holder will play a key role in the development and delivery of the GJ Realistic medicine  programmes and projects
The post holder will manage the Realistic Medicine programme and provide support to the GJ RM clinical leads. The will be responsible for holding and maintaining the RM action plan, preparing RM reports for GJ clinical governance and Risk Management committee and national RM policy team at Scottish Government. They will coordinate and be administratively responsible for the GJ RM steering group meetings and team meetings.
The post holder will be responsible for providing a full range of project support to the Realistic Medicine team
Working within a busy team and to tight deadlines the post holder will be required to multi task and ensure deadlines are met. Excellent planning and organisation skills are key. 
The post holder will be required work autonomously in the role, escalating any issues that may arise to the appropriate lead.

Effective interpersonal skills are a key requirements as the post holder will be expected to establish and maintain good working relation ships across the hospital, key contacts in Scottish Government , other Health Boards  and commercial organisations involved with the projects / programmes.



	3.  ORGANISATIONAL POSITION

[image: image1]
 

	4.   SCOPE AND RANGE
The post holder does not carry out any line manager function and will not be expected to control any set budget. However, the post holder will be expected to work to defined budget targets and to assist in monitoring aspects of programme finances. The post holder will be responsible for managing stock control and supplies ordering for the Realistic Medicine team.
The post holder will be responsible for establishing a robust supporting framework for the Programmes and Projects as they are initiated.
The Programme Support Officer, will assist in providing a comprehensive project support covering areas such as:

· Development of project and Programme plans

· monitoring and progress tracking of programme / project plans
· Configuration management

· Risk assessment and development of risk reports
· Maintenance of project issues/ risk logs

· development of projects / programme highlight reports and project charters

· Support for project exceptions

· Support for mid and end stage reviews

· Support post implementation project review

· Provision of management information 

· Budget Tracking
· Delivery of project presentations to small project groups / teams

· regular liaison with internal and external stakeholders including key staff , Senior Managers in Scottish Government and other senior internal/external clients.


	5.  MAIN DUTIES
Project & Programme Management for the Realistic Medicine team
Liaise with Project managers, Quality improvement and clinical teams across the organisation to support the delivery of Realistic Medicine.  
· RM team meeting coordination weekly team meeting and monthly steering group meeting
· Maintaining action plan, tracking performance and producing required reports 
· Risk/issues registers 
· Coordination, delivery and evaluation of RM education programme for the Golden Jubilee and Staff and patient engagement. 

· Promote and disseminate information about local, and external RM events and guidance
· Participate and Contribute to the National RM programme managers network and National RM network meeting

Liaise with the Scottish Government Realistic Medicine Policy team, providing regular reports and updates and responding to ad hoc requests.
Operational

Support the ongoing development of GJ Realistic medicine program including drafting new templates and processes as and when required by the Programme Managers and Project Leads. 

Develop, review/ adjust and maintain new and existing Project / Programme Management templates.
Information Management
Using a variety of data systems, draft programme / project progress reports and any other planning reports as directed by the programme/planning manager / project lead.

Ensure timely and accurate information analysis and reporting to management on agreed areas of work

Use of analytical skills to – collate information within reporting dashboard or highlight report to support progress / resolving issues to support project progress –Prepare project / programme status and progress report for the directors as required

Receive and respond to telephone calls/emails as appropriate, keeping the Realistic Medicine team informed of all relevant issues. 

Provide secretariat support to Realistic medicine team, associated staff and external stakeholders. Duties include diary co-ordination and arranging meetings together with all related duties. All work must be of a high standard, be completed within agreed timescales 
From all systems, the post holder will generate reports for use by management and / or other appropriate individuals..
Maintain all Realistic medicine documentation as appropriate. Liaise with internal departments to ensure all documentation is acted upon appropriately.
Post holder will on occasion undertake research, audit or patient surveys in support of projects

 

	6.  SYSTEMS AND EQUIPMENT 

Excel - The post holder will maintain and input data into MS Excel spreadsheets to monitor the GJRealistic medicine programme and provide reports as required.
MS Outlook, MS Word/Excel, MS PowerPoint, MS Project- The post holder must be able to utilise MS Outlook for correspondence and diary management, MS Word for letters, mail merges and other correspondence. The creation and delivery of presentations using MS PowerPoint is required, with the post holder using the internet for research and be familiar with web-based applications. 
Video Conferencing Equipment - The post holder will be able to organise conference calls and video conferences as and when required.


	7.  ASSIGNMENT AND REVIEW OF WORK

Work will be primarily assigned by the Medical or Associate medical director responsible for Realistic medicine, in line with agreed priorities and objectives. The post holder will be expected to work autonomously and carry out work using their own discretion and initiative particularly in progressing project work and in dealing with enquiries – both internal and external from other Health Boards and Scottish Government.  

The post holder identifies the main areas requiring attention on a day-to-day basis and prioritises work accordingly, using their initiative whilst updating the programme manager about all relevant issues. 

The post-holder continuously reviews their own work to ensure satisfactory standards are maintained.  Work is appraised and reviewed by their line manager on an on-going basis.  The jobholder is expected to anticipate, resolve and take the decision to escalate problems arising from day to day work as appropriate.  The line manager (by nature of their role) is often out of the office and therefore the post holder is expected to work unsupervised.



	8.  COMMUNICATIONS AND RELATIONSHIPS

Proactively engage with all NHS staff, including clinicians and non-clinical staff on a variety of topics and programmes. 

· Maintain constructive relationships with a broad range of internal and external stakeholders. 

· Develop and maintain networks internally and externally, including national networks. 

· Participate in relevant internal and external working groups/projects, services and initiatives to provide information, advice and expertise, undertaking presentations when required. 

· Provide and receive complex information / data – interpreting and use to motivate engage and persuade others of importance of the work/ task

· Deal with sensitive and contentious issues and ensure these are dealt with in an appropriate manner. 

· Liaise with other managers to share best practice. 

Internal Key Relationships will include: 

· Programme, Planning and Performance team
· Quality Improvement team

· Clinical Governance team
· Clinical leads & consultant medical staff
· Senior Charge Nurses & Clinical nurse managers and AHP’s
· Executive Directors & Heads of Operations



	9.   PHYSICAL, MENTAL AND EMOTIONAL DEMANDS OF THE JOB

Physical Effort
Requirement for sitting/inputting/working at workstation for substantial periods of time, i.e. the majority of the work day, with appropriate breaks.( 2 days per week)
Light to moderate: includes moving light equipment, e.g. briefcases, laptops, projectors for presentations; using keyboards regularly/frequently for word processing, spreadsheets, email etc.  Standard office conditions with ongoing use of VDU.

Mental Effort
The ability to be flexible and responsive to requests and offer support, either by email, face to face or telephone to a range of stakeholders on a host of Realistic medicine  queries and issues.  
Attendance and taking concise actions at frequently scheduled meetings is common with some meetings lasting a full day.  
There is a frequent need for periods of concentration for meeting and workshop tasks as well as other daily duties. This is sometimes very difficult due to regular interruptions such as handling calls and general support requests.  
The location of some meetings requires travel and time spent away from home.

The generation and inputting of data into the various databases and information management systems requires absolute accuracy and attention to detail.
Work will require frequent period of concentration when checking documents plans writing reports and protocols as well as analysing data and statistics
Unpredictable activities e.g. handling ad-hoc support requests from a wide range of people involved in the Projects and Programmes requires the ability to multi-task and give quick responses to a wide range of contact groups.

The ability to maintain momentum throughout lengthy sessions to fit with the requirements of the participants and Programme colleagues. 
Emotional Effort
Exposure to distressing or emotional circumstances is rare.  However due to the nature and demands of the project, the jobholder may find that at certain times demands placed on them within tight timescales could cause a degree of pressure. 

The post holder will require excellent planning and organisational skills to manage priorities.
Contact with patients is ad hoc / incidental
Working Conditions

Post holder will be required to travel to offsite locations for project/planning meetings – via car and or public transport




	10. MOST CHALLENGING/DIFFICULT PARTS OF THE JOB

· Managing the varied and diverse workload and ensuring the provision of a high quality, confidential support service.

· Being able to prioritise workload to meet deadlines in a changing environment without the requirement for direct supervision.

· Communications and building mutually beneficial relationships with a variety of people at different levels

· Constant prioritisation of workload in response to the fast pace of change
· Project management of a range of conflicting priorities & interruptions


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

· Degree in Office Administration or related subject or equivalent significant specialist administrative experience in a busy office environment
· In-depth working knowledge of standard office software packages e.g. Microsoft Word, Excel, PowerPoint and MS Project
· Team player with excellent interpersonal and communication skills and a well developed organisational ability
· Experience in presenting information and confident in contributing to/with colleagues and stakeholders

· To have the ability to learn and gain knowledge of technical phrases to enable an increased efficiency and understanding in their role
· Commitment to updating skills and life-long learning
· Ability to handle politically sensitive and confidential information  
· Action log and concise minute taking skills
Desirable

· An understanding of NHS Scotland and a project management background would be advantageous
· Knowledge of effective Project Management/trained in PRINCE 2 methodology.



	11.   JOB DESCRIPTION AGREEMENT

 Job Holder’s Signature:    ___________________________
 Head of Department Signature:  ______________________

  
	Date:  _________

Date:  _________


Recruitment Person Specification:

Programme Support Officer
The aim of this form is to record the criteria applicants need to meet to qualify for appointment to the vacant post.  It must be completed before the recruitment process begins and must reflect the job description for the post.
	
	Essential
	Desirable

	Qualifications/ Training


	Educated to degree level in relevant subject or equivalent level of experience of working at a similar level in specialist area 

Good working knowledge of project principles including PRINCE 2 approach

	Previously worked in similar position within the NHS Acute or public sector
PRINCE 2 qualified

	Experience


	Evidence of planning and co-ordination skills and ability to multi task.  

Evidence of project management and co-ordination experience
Experience of report writing 

Experience of complex data analysis


	Experience of presenting reports and or information at team meetings and or communicating with  a wide range of stakeholders 

	Skills/ Knowledge


	Excellent project management skills  

Ability to communicate complex information and administrative matters, requiring well developed interpersonal and oral / written communication skills

Ability to collate comprehensive draft reports, data and letters.
Excellent negotiating networking and persuasive skills

Problem solving skills and ability to respond to sudden and unexpected demands

Excellent time management skills with the ability to reprioritise

Ability to analyse complex data and present in well understood concise format
Excellent MS Project and MS Excel skills

Ability to work autonomously and on own initiative organising own workload working to tight and often changing and challenging timescales

Strong interpersonal and communication skills with high level of tact and discretion– with ability to communicate with staff working at all levels within the hospital and ability to communicate with external agencies e.g. Other Health Boards and Scottish Government staff.  
Highly developed computer skills, using various Microsoft packages including Word, Powerpoint, Outlook , Excel, Mail Merge, Project & Adobe PDF 

	Ability to manage aspects of project cost control to ensure they meet financial targets and costs are well understood



	
	Additional job requirements Eg. unsocial hours

Light to moderate physical effort: includes moving light equipment, e.g. briefcases, laptops, projectors for presentations
There may be requirements on occasion to support early morning or early evening meetings - these will be timetabled in advance.
	

	
	Any other additional information

There will be requirement to travel to offsite meetings
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