

Job Description


Job Title:		Operations Manager – Community Services	
Hours: 		37.5 hours per week 		
Salary: 		 
	Job Summary

	
As a PC24 Operations Manager, you will work as part of the community care management team responsible for providing operational leadership however, contributing to overall service performance.

You will be responsible for the operational direct line management of a multi-disciplinary team working across multiple services within our community services portfolio, in addition you will oversee the day-to-day operations, including safe staffing levels, supporting the achievement of contractual performance and quality KPIs. 


	Key Responsibilities



Service Delivery
· Ensure effective operational management of direct reports including clinical personnel, including sickness management, performance management, annual leave requests and appraisals in line with organisational policies
· Provide a visible presence for staff during times of service delivery
· Ensure regular team meetings and briefings are delivered
· Oversee of the rota for your services
· Monitor service KPIs and to implement agreed corrective measures
· Ensure performance targets and KPIs are understood by all staff 
· Develop and deliver service performance reports 
· Ensure all key operating protocols and procedures are available and routinely followed by all personnel and to identify the need for new or updated protocols and procedures where required
· Work alongside the Head of Community Services to develop, implement and review pathways and workbooks for each service


Workforce Management and Development
· Provide clear direction and management of staff issues and day to day HR matters
· Ensure all key employment policies are implemented within the services
· Ensure key workforce data is routinely collected, reviewed and managed
· Manage the recruitment and retention of staff to deliver safe and effective services across your services
· Undertake all staff appraisals and implement personal development plans to ensure that training and development opportunities are made available
· Manage, review and report on absence issues and deal with investigations/first stage disciplinary matters
· Monitor individual performance and identify and manage any areas of concern
· Ensure regular communications, bulletins and updates are in place for staff
· Deliver training and inductions to new starters

Governance and Risk
· Update the Head of Community Services on matters relating to the services within your portfolio through regular attendance at team meetings
· Responsible for ensuring compliance of key clinical governance standards and risk management arrangements
· Understand and manage the organisation’s governance and risk policies, practices and procedures
· Investigate complaints, concerns and incidents with clinical and operational personnel as necessary using the organisation’s Datix system
· Provide relevant data and information for responses to internal and external audits
· Attend meetings in preparation for CQC inspection and provide assurance to the working group of compliance to CQC regulations

Estates
· Responsible for completing Infection Prevention and Control audits and Health & Safety audits
· Work closely with the relevant Building Manager for your services, ensuring any actions from building wide audits are completed
· Hold a record of CQC estate documentation for all services within your portfolio
· Responsible for organising the maintenance of medical equipment including PAT testing and calibration

Any other ad hoc duties as deemed appropriate by the Deputy Director of Operations or Head of Community Services.




Personal Specification
	Education and training
	Essential
	Desirable

	Educated to degree level or equivalent work-based experience 
	þ
	

	Knowledge, skills, experience, and other relevant criteria
	Essential
	Desirable

	Leadership attributes, acting as a role model with the ability to assess others’ skills, coach and develop personnel where appropriate
	þ
	

	Ability to develop, coach and motivate personnel to work to their full potential
	þ
	 

	Ability to work under pressure and to tight and often changing deadlines
	þ
	 

	Working knowledge of Microsoft Office packages
	þ
	 

	Flexible approach to meet service and organisational needs
	þ
	 

	Able to build relationships, both internally and externally to the organisation, using influencing and negotiating skills, with tact and diplomacy
	þ
	

	A minimum of 2 years management experience 
	
	þ

	Experience of delivering services across multiple sites
	þ
	

	Experience of building and maintaining effective working relationships 
	þ
	

	Experience of working to key performance indicators and targets
	þ
	

	Experience of working across departmental and organisational boundaries to deliver specific targets and to improve services
	þ
	

	Experience of managing multidisciplinary teams including clinical teams
	þ
	

	Experience of managing staff or a service including 1:1s, appraisals and performance management
	þ
	

	Ability to work autonomously and initiate/self-direct own workload
	þ
	

	An ability to maintain confidentiality and trust
	þ
	

	Full clean UK driving license with full use of a car
	
	þ
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