Out of Hours Core Implementation Team

Department of Health

Job Description for

Out of Hours Liaison and Support Co-ordinator


Job Title: 
Out of Hours Co-ordinator

Salary: 
Present Salary plus an allowance of £6000 per annum plus expenses

Conditions: 
Post guaranteed up until 31 March 2005

Part-time notional two days per week

Employment Arrangements:  Coordinators will remain substantively employed by their existing employers, but will be seconded to the Core Implementation Team for up to 2 days per week.  Reimbursement to employers will be made as per current salary arrangements.

Reporting Arrangements: Accountable to the National Policy Lead for Out of Hours (OOH), Department of Health.

Working relationships with OOH Implementation Team, Strategic Health Authorities, PCTs, NHS Direct General Managers, and all organised providers of OOH services within the geographical area.

Work base: 
Post holder will work from current base but will be required to work flexibly and undertake travel within their geographic area.  

Context

The continued development of Out of Hours services is seen as a key element of the NHS Plan to modernise primary care access arrangements. In order to achieve full implementation of the 22 recommendations of the OOH Review (Raising Standards for Patients: New Partnerships in Out of Hours Care), a small implementation team was established in the autumn of 200 to work with the service. 

In the summer of last year, this team was substantially enlarged with the appointment of 13 co-ordinators to help support OOH providers and PCTs within a defined geographical area. The key role of the Co-ordinators will be to provide a dedicated link to support OOH providers and PCTs in delivering this agenda. Co-ordinators will be individuals currently working within, or with experience of, OOH services.

One of that original team has now resigned, and we are looking for one or more people to take on that role in an area encompassed by  the following Strategic Health Authorities:

West Yorkshire

North and East Yorkshire

Northumberland Tyne & Wear

County Durham & Tees

Main Purpose

The OOH Co-ordinators will be required to work as part of the extended OOH Implementation Team, and will have access to a programme of organisational and leadership development, directly tailored to their individual needs. The Co-ordinators will be required to work in a facilitative role with Providers and PCTs to promote and support the development of Out of Hours services. 

The Co-ordinators will assist providers in developing integration strategies to ensure full implementation of the OOH Review and the wider Reforming Emergency Care Agenda. The aim of these posts is to enable an acceleration of knowledge and learning about integrated Out of Hours services. OOH Co-ordinators will act in an advisory and facilitative role.

Key Responsibilities

· Assist in co-ordinating providers within their area (e.g. act as an information conduit, ensure information and communication routes are open and effective) 

· Provide advice and support and share experience and learning between providers within the geographic area

· Ensure that OOH providers within the area have access to key development opportunities

· Act as a support  to OOH providers in building relationships with key stakeholders 

· Provide advice and support to providers on issues which require an external or different perspective

· Act as the main liaison point for OOH providers and PCTs within the locality ensuring regular communication with National Core Implementation Team

· Work in conjunction with Department of Health Policy colleagues on strategic development of OOH services

Key Result Areas

Working from that original definition of their role, the coordinators collectively defined a series of Key Result Areas (KRAs) and it is to these that they are now working:

· Assist in the implementation of the Department of Health’s Out of Hours Policy


· Inform both PCTs and the DOH around the Emergency Care agenda

· Understand the local agenda for their area.

· Provide a communication conduit both up to the department and down to the PCTs, practices and providers

· Educate and train on the Out of Hours policy

· Provide mutual (professional) support  around the OOH Coordinators task

Support for the Post

In addition to the host-employing organisation, high level support will be available for the post holder through the organisational and leadership development programme. Other internal support will be available from a number of key stakeholders including the National Project Manager for OOH and the NHS Modernisation Agency.  

Out of Hours Liaison and Support Co-ordinator

Personal Qualities & Competencies

Co-ordinator posts will be filled by individuals currently working within, or with experience of, OOH services and will need to be:

· Coaches

· Mentors

· Enthusiasts

· Confidential

· Sensitive

· Networked with others

· Experienced

· Quick Learners

· Credible

· Able to work with ambiguity and uncertainty

They will need to have:

· An understanding of personal, interpersonal and group processes

· Curiosity: the desire to seek out solutions and ways to make things work; a “can-do” attitude

· An understanding and empathy with audiences the individual will interact with

· Able to build high credibility with colleagues from OOH providers and PCTs quickly

· An ability to co-ordinate not manage

· The ability to win “Hearts and Minds”

 Personal Style


Achievement Orientation
· Possesses high internal work standards

· Sets themselves, and helps others to set, ambitious, risky, and yet attainable goals

· Wants to do things better

· Wants to improve

· Wants to be more effective and efficient

Orientation
· Helps others to improve organisational effectiveness, ensuring commitment to and responsibility for, implementation of plans and ideas and improved relationships



Working with Others


Team Interaction
· Involves others and is able to build co-operative approaches in which colleagues feel valued and empowered and have shared goals

Coaching
· Establishes rapport and open communications with others

· Clearly explains concepts, techniques etc

· Gives key clarification, summaries and responses at the right time

· Listens actively and positively

· Observes alertly and accurately

· Shows empathy and sensitivity

· Actively helps and encourages others

Group Facilitation
· Facilitates groups, helping them to understand the opportunities available through integrated OOH service provision

Internal Consultancy
· Acts as an internal consultant, providing advice and expertise as require ensuring best practice is followed

Personal Attributes


Impact
· Uses a variety of methods to gain support for ideas, strategies, and values

Self-Confidence
· States own position on issues

· Expresses confidence in the future success of the actions to be taken

Presentation
· Presents ideas clearly, with ease, and interest so that others understand what is being communicated

· Uses technical, symbolic, non-verbal, and visual aids effectively




Please note: This Job Description is currently under review and this will probably result in a greater emphasis on the Co-ordinators providing strategic leadership in the local health communities they serve.




















