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Patient Services and Engagement Manager

Job Description

Job Title:  			Patient Services and Engagement Manager

Responsible To: 		Head of Care Services

Location: 			40-44 Eglantine Avenue, Belfast BT9 6DX

Hours:  			35 per Week

Salary:  			Principal Officer Pts  36 – 41 / £32,233 - £37,107 


Overall Purpose of Post

To support patient services within Cancer Focus NI Care Services department including direct patient support, telephone support and patient group events.  

The post holder will have direct line management of the Bra Fitting Service, Nurse led cancer information telephone line and Sing for Life choir personnel. Support for patient support groups, conferences, health and wellbeing events and patient residential also fall within the remit of this role.

Supporting the review and development of patient services and developing a service user forum for the organisation will also be key functions of this role.

Key Responsibilities:
 
Managing Patient Services
· To manage and develop the Cancer Focus NI Bra Fitting service to include line management of staff based in Belfast and Altnagelvin hospital. Support for volunteer led bra fitting services in seven sites across Northern Ireland
· [bookmark: _GoBack]To manage and deliver the Nurse led telephone help line staffed by sessional nurses. Collation and analysis of trends within the nurse line, attending relevant events and supporting development of online information services
· To manage the Cancer Focus personnel within the Sing for Life Choir and have oversight of choir activities


Managing Patient Events 
· To provide support and review patient support groups in  various sites across Northern Ireland
· To lead on development and delivery of patient events and conferences within care services
· To support provision of information and staff/volunteers to health and wellbeing events
· To lead on patient residentials and group events
Managing Patient Information
· Manage care services information to include leaflet content, promotional material and cancer information literature.
· Collate and analyse statistics across the department to analyse trends, make recommendations and ensure maximum patient uptake of services
· To work collaboratively with internal and external partners to promote care services to a wide ranging audience.
Managing Service User Involvement
· To review service user involvement across the department and make recommendations for the development of service user engagement programmes.
· To actively engage people affected by cancer in Cancer Focus NI and ensure their involvement in service development and improvement.
· Act as a point of contact for service user involvement within the organisation
· Train and induct volunteers and staff around service user involvement policies
General
· To coordinate and promote training opportunities across the department
· To manage and report on budgets for relevant patient services
· To ensure compliance with any relevant regulatory frameworks and promote best practice in patient services
· To keep and maintain records in line with organisational requirements
· To promote existing Cancer Focus services as appropriate.
· To be aware of the income generation needs of the charity and be prepared to support those activities
· Act as an ambassador for Cancer Focus Northern Ireland and present the organisation in a way that is consistent with its work and philosophy
· Represent Cancer Focus NI at external meetings as required
· To adhere to Cancer Focus NI policies, protocols and processes including those for complaints and safeguarding.
· To carry out any other duties as may be required by Cancer Focus Northern Ireland

This post will require occasional evening and weekend work. 

This job description is not exhaustive. It merely acts as a guide and may be amended to meet the changing requirements of the charity at any time after discussion with the post holder.
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Patient Services and Involvement Manager

Person Specification


The Personnel Specification shows essential skills, abilities, knowledge and/or qualifications required to be able to carry out the duties of this post. Therefore, please address in completing the application form, each criterion listed in the specification, drawing upon all of your experience, whether in paid employment or on a voluntary basis.

	
	
Essential

	
Desirable

	
Experience
	
· 5 years recent experience working in an oncology environment or cancer organisation
· Two years’ experience in a management position, including performance management.
· Able to demonstrate experience of service evaluation and monitoring systems and procedures
· Evidence of providing cancer information  to patients, carers and relatives
· Experience of service user involvement
· Experience of organising patient events

	
· Experience of working within the voluntary sector




	

Qualifications
	

· Registered General Nurse (Part 1, Level 1)


	

· Recognised Management Qualification
· Training Qualification

	
Skills
	
· Strong leadership skills and excellent interpersonal skills
· Ability to manage a large workload with competing priorities
· Ability to show initiative
· Experience of facilitating groups
· Experience of preparation and writing reports
· Competent user of Microsoft packages including the use of spreadsheets and databases.

	

	
Personal Qualities
	
· Enthusiasm, drive and commitment to continuous improvement 
· Patient ethos focusing on dignity and respect
· Ability to work collaboratively as part of a multi-disciplinary team

	




Applicants will hold a full, current driving license and have access to the use of a car or some other appropriate form of transport to carry out the duties of the post. 
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