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JOB DESCRIPTION
	JOB TITLE:  Medical Education Manager 
	

	BAND:  6
	

	DEPARTMENT: Medical Education, Development & Workforce Team (MEDW)
	

	LOCATION: St Nicholas Hospital and Hopewood Park
	

	ACCOUNTABLE TO: Director of Medical Education
	

	REPORTS TO: Head of Medical Recruitment & Education
	

	RESPONSIBLE FOR:   Management of Medical Education for Postgraduate and Undergraduate medical students
MAIN PURPOSE OF THE JOB

This post works within the Medical Education, Development and Workforce team (MEDW).  This team works closely with Newcastle University and Health Education England, North East (HEENE) to oversee the high quality education and training of undergraduate and postgraduate medical trainees; recruitment, induction and development of Consultants and Specialty Doctors; monitoring and support with revalidation and job planning; expert advice on terms and conditions and developments to build and support the leadership journey from medical student to consultant psychiatrist.
This post will assist the Director of Medical Education and clinical tutors in developing and maintaining high quality education programmes for both undergraduate and postgraduate students
To have a strategic role in the development of postgraduate medical education and training ensuring that training is delivered within university, HEENE, Royal College of Psychiatrists and trust policies, and that future policies are communicated and implemented.

The post holder has autonomous responsibility for the operational management of the Medical Education administration team and resources, and overall line management of the team’s staff. 

	

	

	DIMENSIONS

Northumberland, Tyne and Wear NHS Trust is one of the largest mental health and disability Trusts in England, employing more than 6,000 staff, serving a population of approximately 1.4 million, providing services across an area totaling 2,200 square miles. We work from over 160 sites across Northumberland, Newcastle, North Tyneside, Gateshead, South Tyneside, Sunderland and North Easington.



	The post holder will commit to the vision and values of the Trust


	VISION AND VALUES

The way we relate to each other, the way that we do our work needs to be reflective of our Trust’s values.  We all, regardless of role or seniority have an obligation to make sure that we live by our values.

Our values are:

	To be caring and compassionate

	· Put ourselves in other people’s shoes

· Listen and offer hope

· Focus on recovery

· Be approachable 

· Be sensitive and considerate 

· Be helpful

· Go the extra mile



	To be respectful



	· Value the skill and contribution of others

· Give respect to all people

· Respect and embrace difference

· Encourage innovation and be open to new ideas 

· Work together and value our partners



	To be honest and transparent



	· Have no secrets 

· Be open and truthful

· Accept what is wrong and strive to put it right

· Share information

· Be accountable or our actions



	ORGANISATIONAL CHART
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	COMMUNICATION & RELATIONSHIPS

· Responsible for ensuring excellent and effective communications involving a range of professionals and organisations to ensure that education objectives and strategies are fulfilled. This involves providing and receiving complex, sensitive information to act on and communicate to others with considerable tact and caution, decision making, consultation, challenging ideas, influencing, persuading, motivating and negotiating.
· Post-holder communicates regularly with HEENE, Royal College of Psychiatrists, postgraduate medical education managers in other NHS trusts, DME, college tutors, trust consultants, junior doctors, Human Resources, Finance, Estates, IT, Safety and librarians. 
· Responsible for disseminating important, relevant information to all medical staff trustwide to ensure there is joined-up, trust-wide coverage.
· Post-holder has a need to communicate effectively with overseas doctors where there may be a language barrier. Procedures must be explained with great clarity.
· Responsible for compiling the Business Management section of the annual Postgraduate Medical Education Report as required by HEENE, which form the basis of their inspection visits and annual funding. 



	

	KNOWLEDGE, SKILLS, TRAINING AND EXPERIENCE

Educated to degree level in public or business administration.
Teaching/training qualification and/or equivalent working experience (equivalent to NVQ Level 3), particularly for analysing and meeting training needs, organising the delivery of training, working to quality standards and evaluating training.

Significant administrative experience in an NHS, educational or office management role. Knowledge of medical education is desirable.

Excellent communication and interpersonal skills - able to provide explanations, clear guidelines on policies and procedures and communicate effectively with overseas doctors where there may be a language barrier. Able to communicate effectively both verbally and in writing.

Presentation skills - able to present information to over thirty junior doctors at induction.

Leadership skills – able to lead and motivate staff, train and develop staff and manage change in a dynamic organisation.

Financial management skills - Experience in managing budgets, monitor expenditure to ensure it is in line with the budget set, analyse any discrepancies. Identify, generate and monitor funding from external sources. Authorised signatory.

In-depth knowledge of Microsoft Office packages and customised software - Word, Excel, Outlook, Internet, Intranet, as well as TIS (customised database).  Advanced keyboard skills required to input, collate, analyse and interpret data for a variety of uses.

Audio Visual knowledge - keep up-to-date with AV technology, understand technical aspects, demonstrate use to clients (laptop, projector, camcorder and DVD player), be able to fault find and have back up plans in place in the event of equipment failure


	

	ANALYTICAL AND JUDGEMENTAL SKILLS

· Frequent requirement to analyse a range of situations which require decisions where there is more than a straightforward choice of options.

· Frequent need to assess problems in detail and formulate an appropriate solution.  Eg overseeing timetable changes involving  a number of students, teachers and stakeholders, at short notice 

	

	PLANNING AND ORGANISATIONAL SKILLS

· Responsible for planning, organising, co-ordinating and liaising with a wide range of professionals to deliver complex training programmes, including junior doctors’ induction programmes, postgraduate education programmes, mock examinations and ad hoc training events. Programmes vary and need to be kept up-to-date with university, HEENE, Royal College of Psychiatrists and trust guidelines. Persuasion, assertiveness and negotiation skills are needed for this work.

· Planning and organising high quality, complex training programmes involves liaison with clinical and college tutors, drafting programmes with relevant content, booking speakers, ensuring consultants and junior doctors are informed, audio visual (AV) equipment is available, recording attendance, obtaining evaluations and implementing changes. Working in a pro-active manner to plan, organise, co-ordinate, prioritise and meet deadlines.

· Plan multiple programmes which impact across departments, services and universities.



	

	PHYSICAL SKILLS

· Standard keyboard skills frequently using the Trust dashboards, spreadsheets, email and local databases.


	PATIENT CARE AND FAMILY INVOLVEMENT

· Occasional exposure to patients with potentially challenging behaviour, eg. patients trying to gain access to Medical Education facilities, and patients visiting the department as part of education programmes.

	

	POLICY AND SERVICE DEVELOPMENT

· Responsible for the service development of undergraduate and postgraduate medical education for Sunderland, South Tyneside and Gateshead localities by providing one central service. Manage the day-to-day running of the service to ensure effective operations and high quality services are provided.

· Contribute to the development of postgraduate medical education strategy and ensure the HEENE’s Education and Training Contract is adhered to by liaising closely with the clinical tutor, college tutors, educational supervisors and HEENE.

· As a member of the trust’s medical education committee, attend inspection visits by HEENE to review the quality of postgraduate medical education provision by the trust. On receipt of HEENE’s feedback, act on information, make recommendations, ensure information is disseminated and actions are communicated.

· Responsible for the implementation of HEENE policies and changes to medical education for the Foundation Programme, Specialty Training for Psychiatry core and higher trainees, and GP Training.

· Propose changes to trust policies and procedures that relate to junior doctors and students to bring into line with national changes and guidelines.

· Create policies for undergraduate and postgraduate medical education that impact trustwide, eg. study leave policies which are specific to different grades and types of junior doctors.

· Produce reports on new ways of working, implementing changes and the need for resources. Carry out surveys, collate and analyse information, provide recommendations, costs, etc.

· Implements policy for own work area and proposes policy or service changes which impact beyond own area of activity



	

	FINANCIAL AND PHYSICAL RESOURCES

· Delegated responsibility for the management and monitoring of the Medical Education budget to ensure expenditure is in line with service needs and with financial targets set.

· Sole responsibility for the management and monitoring of this budget to ensure expenditure is in line with service needs and with financial targets set.

· Day-to-day management of the postgraduate trust fund which provides funding streams for use in projects to improve the quality of postgraduate medical education.

· Make recommendations on the strategic management of the relevant budgets and the postgraduate trust fund.

· Create and implement policy for study leave, part of which ensures that all expenses claimed by junior doctors fall within Whitley Council guidelines.

· Authorised signatory for all equipment required for use in Medical Education. Responsible for the purchase, maintenance and safe use of all equipment within the department, ensuring compliance with health & safety legislation and trust policies.

· Responsible for monitoring and maintaining health and safety within the department, ensuring that all work carried out is of a high standard.

· Carry out an annual risk assessment of the department in line with trust policy, addressing any issues and implementing change.

· Liaise with Medical Staffing and Human Resources departments.



	

	HUMAN RESOURCES

· Day to day management of a group of staff
· Line management of one member of staff involving prioritisation and allocation of tasks, setting objectives and meeting deadlines, drafting job descriptions, recruitment and selection, induction, on-the-job training and appraisals



	

	INFORMATION RESOURCES

· Develop office systems to keep accurate training records which record and monitor junior doctors’ external study leave and expenses, and attendance at trust and postgraduate teaching programmes by maintaining HEENE’s ‘TIS’ database as well as maintaining paper-based files. 

· Manipulate and retrieve information from databases and Excel spreadsheets for use in writing the Business Management section of the annual Postgraduate Medical Education Report for HEENE.
· Oversee the preparation of the relevant information for undergraduate reports and school/University visits.

	

	RESEARCH AND DEVELOPMENT

· Undertakes surveys or audits as necessary to own work.
· Evaluate the effectiveness of postgraduate inductions and education programmes by devising and distributing surveys, analysing results, identifying improvements, making recommendations and implementing changes on a twice-yearly basis.

· Involvement in the trust-wide quality of teaching, communications and e-learning projects, which will develop and implement best practice for PGME across the trust.

	

	FREEDOM TO ACT

· Work autonomously, without supervision, in relation to the management of postgraduate medical education services and facilities.

· Post-holder has clearly defined responsibilities and targets. He/she is expected to work independently, show initiative and use significant discretion to carry out the role. Advice is given in brief monthly meetings with line manager.

· Post-holder is required to interpret, implement and seek guidance on policies and procedures formulated by the trust, HEENE and Royal College of Psychiatrists, eg. interpretation and implementation into the trust of Foundation Programme and Specialty Training for junior doctors. 
· Post-holder is required to deputise for the clinical tutor, eg. authorising or declining study leave and expenses for junior doctors. The post-holder is expected to attend regional meetings and conferences organised by HEENE.

· Post-holder is a specialist in his/her own area. 



	

	Effort and Environment



	Physical:

· Light physical effort required for office-based work, plus lifting and pushing AV equipment, moving furniture to accommodate a variety of training events, moving office equipment/supplies and catering.

· Sitting in a restricted position whilst inputting into a computer on a daily basis.


	

	Mental:

· Daily work pattern is unpredictable and there is a frequent daily need to sustain intense concentration when writing reports, inputting data, analysing data, drafting complex programmes, reading lengthy documents, etc. whilst ensuring accuracy of information.

· Need to pay close attention to detail whilst frequently switching from one task to another and dealing with daily, unscheduled interruptions.

· Need to be aware of background events, conversations and situations that may impact on the department and its provision of services.

	

	Emotional:

· Regular need to deal tactfully with stressed and emotional users (visiting speakers, consultants, junior doctors) in demanding circumstances. Situations often need to be dealt with at short notice or urgently and solutions presented.

· Occasional exposure to patients with potentially challenging behaviour, eg. patients trying to gain access to Medical Education facilities, and patients visiting the department as part of education programmes.

· Occasional exposure to verbal abuse, both face-to-face and over the telephone.

· As a line manager there may be a need to deal with personnel issues such as job performance, absenteeism and disciplinary matters.



	

	SAFEGUARDING

Every employee has a responsibility for safeguarding and protecting adults and children from abuse, regardless of the setting in which the care takes place. It is every employee’s responsibility to be aware of relevant Trust Policies. All employees should take part in training in order to maintain their skills. Front line practitioners should access regular supervision and support in line with local procedures.

HEALTH AND SAFETY

Contribute to maintaining a safe environment of care through effective risk management. Identify risks and develop appropriate strategies to manage the risks including responding appropriately to untoward/emergency situations.

TRUST CLINICAL GOVERNANCE STRATEGY

It is the responsibility of all health care professionals to play an active role in delivering the clinical governance agenda. There is a specific responsibility for individual health care professionals to be involved in auditing their own and their team’s clinical performance, and to engage in activities, which continuously improve, the quality of services they provide

Information of a Confidential Nature or Access to Confidential Information

“To be aware of the nature of information dealt within the NHS and to work in a manner which ensures confidentiality and security of this information”

INFECTION CONTROL

All Trust staff (clinical and non-clinical, including locum and agency staff employed by external contractors) have a personal responsibility to ensure the risk of infection to themselves, service users and visitors is minimised by ensuring that they (1) are familiar and adhere to, current Trust policy and guidance on infection prevention and control, (2) participate in the Trusts induction programme and statutory/required training in infection prevention and control and (3) consider infection prevention and control as part of their appraisal and/or personal development plans’.



	

	CALDICOTT RESPONSIBILITIES:

Principle 1. Justify the purpose(s) for using confidential information

Every proposed use or transfer of personal confidential data within or from an organisation should be clearly defined, scrutinised and documented, with continuing uses regularly reviewed, by an appropriate guardian.
Principle 2. Don't use personal confidential data unless it is absolutely necessary

Personal confidential data items should not be included unless it is essential for the specified purpose(s) of that flow. The need for patients to be identified should be considered at each stage of satisfying the purpose(s).

Principle 3. Use the minimum necessary personal confidential data

Where use of personal confidential data is considered to be essential, the inclusion of each individual item of data should be considered and justified so that the minimum amount of personal confidential data is transferred or accessible as is necessary for a given function to be carried out.

Principle 4. Access to personal confidential data should be on a strict need-to-know basis

Only those individuals who need access to personal confidential data should have access to it, and they should only have access to the data items that they need to see. This may mean introducing access controls or splitting data flows where one data flow is used for several purposes.

Principle 5. Everyone with access to personal confidential data should be aware of their responsibilities

Action should be taken to ensure that those handling personal confidential data - both clinical and non-clinical staff - are made fully aware of their responsibilities and obligations to respect patient confidentiality.

Principle 6. Comply with the law

Every use of personal confidential data must be lawful. Someone in each organisation handling personal confidential data should be responsible for ensuring that the organisation complies with legal requirements.

Principle 7. The duty to share information can be as important as the duty to protect patient confidentiality

Health and social care professionals should have the confidence to share information in the best interests of their patients within the framework set out by these principles. They should be supported by the policies of their employers, regulators and professional bodies.


	

	Sustainability 

The Trust attaches great importance to sustainability and corporate social responsibility.  To achieve this, it is the responsibility of all staff to minimise the environmental impact of their day to day activities and address to Trust policies on sustainability, waste, resource usage and governance.



	

	Clinical Effectiveness:

This section involves ensuring that health care professional are aware of their responsibility to be clinically effective in their role.  Clinical effectiveness refers to the extent to which our interventions do what they are intended to do – maintain and improve the health of service users, and secure the greatest possible health gain from the available resources.

To practise clinical effectiveness means to provide the highest standards of care based on sound evidence.  There is an expectation that staff think critically about what they do, question whether it is having the desired result and make necessary changes to practice.  His approach is applicable at all levels within the NTW meaning that clinical effectiveness is everyone’s responsibility. Therefore all members of staff should aim to contribute towards this though using the critical thinking approach above in order to deliver improvement.  There is also a specific responsibility for individual health care professionals to be involved in auditing their own and their team’s clinical performance, and to engage in activities which continuously improve the quality of services that they provide.

Staff should aim to ensure that this is part of their everyday work and to monitor how this helps to achieve personal clinical effectiveness.  As part of continuing professional development there is an expectation that staff are able to demonstrate where they have contributed to clinical effectiveness through the NTW appraisal system, through personal development plans, and where appropriate, thought clinical supervision procedures.      


	

	

	ACCESS TO CONFIDENTIAL INFORMATION:

To be aware of the nature of information dealt with within the NHS, and to work in a manner, which ensures confidentiality and security of this information. 
This job description is not intended to be an exhaustive list of the duties and responsibilities of the post and the post holder may be requested to carry out any other duties appropriate to the grade or post.

The post may change over time to meet organisational requirements and the job description may be changed after consultation with the post holder at any time.



	

	

	JOB DESCRIPTION AGREEMENT

Post Title: …………………………………………………………………………………….

Post Holder’s Name: ……………………………………………………………………….

Post Holder’s Signature: ……………………………………….. Date:…………………

Line Manager’s Name: ……………………………………………………………………..

Line Manager’s Signature: ………………………………………Date: …………..…….


	QUALIFICATIONS
	ESSENTIAL

	Certificates and Experience
	· Degree in Leadership & Management or relevant professional qualification.
· Training or experience to Postgraduate or diploma level
· Significant post qualification NHS experience in the area of performance, planning, service development and senior management. 
· Proven track record of experience in a complex organisation including successful completion of projects
· Experience of staff and budgetary management



	Knowledge 


	· Knowledge and experience of using Microsoft packages

· Detailed understanding of medical education

· Detailed understanding of medical curriculum and training needs

· Knowledge of project planning, monitoring and management.


	Skills 

	· Team management skills are essential

· Good attention to detail

· Ability to work to strict deadlines, to a high standard

· Excellent planning & organisational skills

· Customer service skills
· Must be able to meet the mobility requirements of the post

· Recognises and implements innovation 
· Ability to create vision for the future and translate this into clear directions 
· Ability and experience in writing reports for SMT/Board

· Ability to communicate and deal effectively with senior staff.
· Responsive and pro-active 
· Ability to work successfully with different agencies


	Behaviours

	· Must have a flexible approach and work as a team player

· Must be resilient and have a professional manner
· Must use diplomacy, be reliable and accountable

· Ability to maintain confidentiality.





