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Job Description

This document should be completed in accordance with new national guidance on job descriptions Aug 2020
	Job Title:
	Workforce Transformation Project Manager

	Band:
	8a

	Team/Directorate:
	Primary Care Development

	Accountable to:
	Primary Care Workforce Programme Lead

	Responsible for: 
	Specific Primary Care Workforce Projects

	Locality and Base:
	BLMK ICS/CCG geography


	Job Summary & Purpose:

	This exciting role will work across BLMK to lead on the implementation of our Primary Care Workforce Transformation & Development Strategy. The post holder will be part of a multi-professional team and support Primary Care Workforce transformation and development, aligned to BLMK ICS priority work programmes, HEE Training Hub and NHS E/I Primary Care Workforce planning requirements. The post holder will work collaboratively across our 23 Primary Care Networks and our 15 health and social care partners to deliver workforce transformation that supports integrated system development.


	Team Structure:
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	Organisational Context:

	To be confirmed, subject to ICS structure review



	Key Duties and Responsibilities:

	The postholder is required to: 

· Provide leadership, effective programme/project management and delivery of Primary Care Workforce transformation across multi-professional groups, linking across the health and social care sectors and our 15 partner organisations.

· Act as a change agent, working collaboratively within matrix cross-organisational teams, to deliver multiple workforce transformation projects to time and within budget. 

· Oversight and delivery of a programme management office function for workforce transformation projects, ensuring that all projects are underpinned by effective project planning, communication and engagement, monitoring and evaluation, risk management and escalation processes. 

· A credible ambassador for Primary Care Workforce transformation and innovation, offering expertise and experience to Primary Care staff and the wider system to inform, engage and influence new, innovative workforce solutions and ways of working. 

     Strategy and Organisation

· Support the BLMK Primary Care Workforce Lead and Primary Care Workforce Programme SRO in the successful implementation and achievement of the BLMK ICS Primary Care Workforce Transformation & Development Strategy. Deputise as required. 

· Work closely with all key stakeholders to support the development of workforce transformation initiatives that are evidence-based, meet population health need, provide high quality care and offer good value for money.

· The post holder will be familiar with and competent in the application of best practice in relation to systems analysis, project and change management techniques in the context of health and care services.  This should include techniques that are applied through facilitated group work.
 

· Make decisions and adjustments regarding project approach, plans and scheduling using understanding of complex systems to work with incomplete or developing data sets or information.

· Design and implementation of evaluation plans to review the impact, risks and success of workstreams.

· Initiate, produce and support the development of proposals taken through local, regional or national business case prioritisation and approval processes. 

· Develop a high level knowledge and awareness of national policy and best practice in relation to designated workstream areas and their interdependencies.

· Communication 

· Collect, analyse, prepare and communicate a wide range of information to managers, clinicians and professional staff working in a number of different organisations.
 
· Prepare and deliver verbal, written and presentational reports of a high standard to front line staff, stakeholder groups, patient and public representatives, senior managers/boards and formal committees. 

· Communicate highly complex, highly sensitive or contentious information at all levels using negotiation skills, persuasion and diplomacy and communication information where it may not be well received.

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

· Pro-actively manage stakeholders, responding to and resolving differences between them when this arises, through facilitation or other appropriate mechanisms. Including in the senior capacity offering a route for escalation and resolution with other programmes when necessary.

· To plan and organise numerous events/meetings. Ensuring communication tools are used to their maximum value for circulating the minutes, agenda and presentations in a timely manner.

· Budgetary Responsibility 

· Direct budgetary responsibility for project budgets. The post holder will be responsible for monitoring and reporting finance, activity and quality key performance indicators against project deliverables.

· Identifying opportunities to secure external funding and resources in support of relevant projects, including financial planning to support business case/proposal developments.  

· Human Resources
· Lead and manage designated members of the BLMK Primary Care Workforce Programme team to ensure that professional excellence is achieved in delivering workforce transformation and innovation

· Lead and manage Performance Management activities for designated members of the BLMK Primary Care Workforce Progamme team (performance appraisal, development and training planning, coaching etc.) 
· Maintain own professional development and requirement to take part in appraisal and KSF process.



	Additional responsibilities for line managers

	The postholder is required to: 

1. Hold regular one to one line manager meetings, and complete annual appraisal cycle with Direct reports.  Keeping accurate records of these. 

2. Have a health and wellbeing conversation with direct reports and develop a personalised plan These conversations may fit within an appraisal, Risk Assessment (Young Persons, Maternity, Stress Risk Assessments) or one-to-one line management discussion, and should be reviewed at least annually. As part of this conversation, to discuss the individual’s health and wellbeing, and any flexible working requirements, as well as equality, diversity and inclusion.

3. To ensure that attendance and absence is logged in line with local procedures.

4. To ensure that paperwork or electronic system changes associated with Starters, Leavers and Movers are completed and submitted in line with local procedures.

	Supplementary Duties & Responsibilities

	Mobility
· The postholder may be required to work at any of the other sites within the organisation subject to consultation.  The postholder will be expected to co-operate with changes arising as a result of organisational change subject to consultation, at any time throughout the duration of their contract.
Health and Safety
The postholder is required to take reasonable care for the safety and health of themselves and others who may be affected by their acts; and to co-ordinate with management in the promotion and maintenance of health and safety measures.
Information Governance
(Confidentiality, IT Security, Data Protection, Cyber Security and Freedom of Information).  

All employees must comply with legal obligations and statutory requirements in relation to the above, (including, but not limited to, the General Data Protection Regulations (GDPR), Data Protection Act 2018), the CCGs IT Security Policies, Information Governance Policies and procedures and IG Guidelines which are available on the BLMK Intranet. 

 

The post holder is required to respect the confidentiality of all individuals (including, but not limited to, clients, patients, carers, colleagues etc.), by not disclosing any information obtained, accessed or used during the course of your duties to anybody who does not have a legitimate reason to receive it.

 

All employees have an obligation to report any noncompliance by themselves or others, through the Incident Reporting process. 

 

For details of how the CCG processes your identifiable information please see the ‘Staff Privacy Notices’ on the public website or ask a member of the HR or IG Team for a copy.

Infection Prevention and Control 
Infection Prevention and Control (IPC) is everybody’s responsibility. The post-holder must comply with any IPC policies and procedures in operation, at any location visited during the discharge of their duties. IPC training must be completed where relevant to the role
.

Safeguarding and Prevent

All staff are responsible for ensuring that they are familiar with and adhere to the CCG’s Safeguarding Children and Adults policies and procedures.  All CCG employees who commission services or may come into contact with children, parents, adults with care and support needs and carers in the course of their work have a responsibility to safeguard and promote their welfare as directed by the Children Acts 1989/2004 and the Care Act 2014. Health professionals also have a responsibility even when the health professional does not work directly with a child or adult with care and support needs but may be seeing their parent, carer or other significant adult. 

All staff are required to attend mandatory safeguarding children and adults training including Prevent Training as well as undertake any additional safeguarding training in relation to safeguarding relevant to their role.

Risk Management

Be aware of risk management related policies and procedures. 
Have knowledge of risk management system used in the CCG.  
Participate in organisation-wide training to support effective risk management.

Smoking 

The organisation has a no smoking policy throughout its premises, including buildings and grounds.

Equality and Diversity

The organisation is committed to promoting equal opportunities to achieve equity of access, experience and outcomes and to recognising and valuing people’s differences.  This applies to all activities as a service provider, as an employer and as a commissioner.
Flexible Working
The organisation is committed to offering flexible, modern employment practices, which recognise that all employees need to strike a sensible balance between home and work life.  All requests to work flexibly will be considered.

Reasonable Adjustments

The organisation is seeking to promote the employment of disabled people and will make any adjustments considered reasonable to the above duties under the terms of the Equality Act 2010 to accommodate a suitable disabled candidate.




The above duties and responsibilities are intended to represent current priorities and are not meant to be an exhaustive list.  The post holder may from time to time be asked to undertake other reasonable duties and responsibilities.  Any changes will be made in discussion with the post holder according to service needs.

Signed to confirm this is an accurate reflection of the role.

Line Manager: Susi Clarke
Post holder
  : Primary Care Workforce Programme Lead
Date 

  : 2/9/2021
Person Specification 

	Criteria


	Essential
	Desirable

	Experience


	Educated to masters level or equivalent level of experience of working at a senior level in specialist area.  

Extensive knowledge of specialist areas, acquired through post graduate diploma or equivalent experience or training plus further specialist knowledge or experience to master’s level equivalent

Evidence of post qualifying and continuing professional development

Must have an understanding of the background to and aims of current healthcare policy in BLMK and appreciate the implications of this on engagement 

Should have an appreciation of the relationship between the Department of Health, the CCG, Local Authorities and individual provider and commissioning organisations

Demonstrable experience of working in a large complex organisation.


	Experience of working within the NHS.

	Organisational Skills
	Ability to manage competing priorities in a busy and changing environment
Must be able to provide and receive highly complex, sensitive or contentious information, negotiate with senior stakeholders on difficult and controversial issues, and present complex and sensitive information to large and influential groups 

Negotiate on difficult and controversial issues including performance and change.

	Project management skills

	Flexibility
	Ability to travel  to other sites within the BLMK area
	Able to work outside of traditional office hours on occasion.

	Professional Registration
	Registration with
	Working towards revalidation.

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

Ability to analyse complex facts and situations and develop a range of options

Takes decisions on difficult and contentious issues where there may be a number of courses of action. 

Strategic thinking – ability to anticipate and resolve problems before they arise
	

	Planning Skills
	Demonstrated capability to plan over short, medium and long-term timeframes and adjust plans and resource requirements accordingly


	Comprehensive experience of project principles techniques and tools such as Prince 2 and Managing Successful Projects

	Management Skills
	Must be able to prioritise own work effectively and be able to direct activities of others. Experience of managing and motivating a team and reviewing performance of the individuals.  
	

	Autonomy Freedom to Act
	Must be able to use initiative to decide relevant actions and make recommendations to Sponsor/ Manager, with the aim of improving deliverables and compliance to policies. 

Ability to make decisions autonomously, when required, on difficult issues, working to tight and often changing timescales
Experience of identifying and interpreting National policy. 

Experience of researching best practice (globally, private and public sector), interpreting its relevance and processes/ practices which could be implemented successfully to achieve system reform (advising on policy implementation)
	

	Physical Skills 
	Working knowledge of Microsoft Office with intermediate keyboard skills.
	

	Equality and Diversity
	Needs to have a thorough understanding of and commitment to equality of opportunity and good working relationships both in terms of day-to-day working practices, but also in relation to management systems for BLMK
	

	Financial and Physical Resources
	Previously responsible for a budget, involved in budget setting and working knowledge of financial processes
	

	Other
	Used to working in a busy environment

Adaptability, flexibility and ability to cope with uncertainty and change

Willing to engage with and learn from peers, other professionals and colleagues in the desire to provide or support the most appropriate interventions

Professional calm and efficient manner

Effective organizer, influencer and networker

Demonstrates a strong desire to improve performance and make a difference by focusing on goals.
Completer/Finisher
	



