Job Reference Number………SCO6-


NHS TAYSIDE – AGENDA FOR CHANGE

JOB DESCRIPTION
	1. JOB IDENTIFICATION


	Job Title
	Project Manager


	2. 
	Department(s)/Location
	Child and Adolescent Mental Health Services 

(CAMHS) 



	3. 
	Number of job holders
	1

	4. JOB PURPOSE
The key purpose of the post is to lead, manage and co-ordinate the development of the Mental Health Innovation Fund CAMHS project across Tayside.  The project will be focussed on addressing the priority area of working with partners in other children’s services, to support children and young people’s mental health and wellbeing in non mental health settings.

The post-holder will report directly to the Head of Service Child and Adolescent Mental Health Services and will have a day to day responsibility for the development and implementation of the each of the project key elements, including the coordination of project resources.


	5. ORGANISATIONAL POSITION       












                      Communicates with/ Reports to
                      Line Management



	6.   SCOPE AND RANGE

NHS Tayside Child and Adolescent Mental Health Services (CAMHS) will lead in a project as part of the Scottish Government Mental Health Innovation Fund.  The project proposes managing the demand into the Tier 3/4 specialist services through a focus on early intervention and prevention at Tier 1/2 level.  The main aim is to address issues as quickly as possible before they develop and require specialist intervention.  

Improving the emotional health and wellbeing of our children and young people is a complex issue, where one single intervention is unlikely to improve population outcomes.  To succeed in managing the demand for Tier 3/4 services within Child and Adolescent Mental Health Services, requires a mix of approaches which will collectively contribute to a positive outcome.



	Within this role the post holder is required to work within CAMHS and with other key partner organisations to achieve outcomes in the following project elements:-  

· Equipping young people with personal coping strategies. This will provide them with personal resources to become more resilient in dealing with and addressing the challenges they face regarding their emotional health and wellbeing.

· Training and up skilling the wider workforce on emotional health and wellbeing and early identification of issues.  This will allow appropriate early intervention in a more universal manner. 

· Developing robust pathways at Tier 2 level. This will involve ensuring and awareness in all localities of opportunities for support/intervention at Tier 1 and Tier 2.
It is envisaged that the project will be undertaken over a number of phases.  The post holder will ensure the engagement and involvement of children and young people and their families/carers in the development of all key project phases.  Key areas will include:

· Mapping out of present local opportunities for supporting good emotional health and wellbeing through collaboration with partner organisations and engagement of children and young people and their families/carers.  These may be different in each of the three Tayside localities; therefore pathways will vary to some extent across Tayside.

· Development of a resilience resource for use in schools with children/young people.

· Development of a significant training programme for partners in local authority (particularly schools), Primary Care and areas of secondary care. 

The post holder will be expected to work largely unsupervised and the majority of the work is self

generated. The post holder will therefore be expected to demonstrate a high level of initiative, adaptability, planning ability, sound judgement and competent analysis skills.
The post holder does not hold a budget but will have a role for advising on utilisation of any resource allocated to individual projects and services.
The post holder is accountable to the Clinical Services Manager, Women and Child Health, reporting to and managed by the Head of Service CAMHS.


	7. MAIN DUTIES/RESPONSIBILITIES

Project Management

1. Work in partnership with key stakeholders, including public and private sector partners, children/young people and their families/carers to develop, implement and complete the project in the specified time frame

2. To provide project management including all necessary documentation and technical project management skills, including the identification, recording and monitoring of risks and change control associated with the project and provide a comprehensive reporting system to facilitate the decision making process.

3. To project manage the individual requirements of the project plan to ensure that the job purpose is fully met

4. To manage the project sub-groups/elements to achieve the proposed objectives of the project and to realise the specified objectives.

5. Provide comprehensive reports including progress reports, exception reports, minutes, financial plans, proposal documents, risk and change logs on project (s) being managed, to the Head of Service, CAMHS and  Project Advisory Group in relation to each of the project elements 

6. To lead project sub groups on the identification, recording and management of risks associated with the project and to ensure that appropriate risk management strategies are developed, documented and reviewed on a regular basis.

7. To ensure that individual project plans are developed and produced, managed and monitored appropriately and discrepancies reported to the Head of Service, CAMHS and Project  Advisory Group. 
8. To support Head of Service, CAMHS and other members of the Project Advisory Group in reviewing service needs, for the development and submission of the strategic documents.

9. The post-holder will liaise and manage complex relationships with NHS Tayside and partner agencies on related issues to ensure the project is delivered to specification, on time and on budget. 

10. To manage negotiations with key stakeholders, including public and private sector partners, children/young people and their families/carers for the entire project lifecycle process. 

11. To comply with all Data Protection, Freedom of Information, IT Security, Health and Safety and NHST and Local Authority policies and guidance so that statutory requirements are met and to be aware of staff governance and financial standards and ensure that duties undertaken comply with staff and financial governance.
      Management/Leadership
12. Operational management of staff within the project team; including induction, personal development/appraisal and promoting attendance at work.

13. To lead and direct individual project team members with operational project management requirements including timescales and priorities to ensure overall objectives are met and that individuals within the project team deliver the outcomes allocated to them.
Quality Improvement Measurement and Development
14. Develop and participate in open audit, research and evaluation to continuously improve quality.

15. To take cognisance of national guidance in developing strategies.

16. To work in partnership and develop a long term framework of improvement for effective service delivery, audit and evaluation that clarifies responsibilities and sets local standards and criteria to promote maximum impact on person centred care and makes best use of available resources.
17. To work in collaboration with the Academic Health Science Partnership regarding the development of project outcome measures and evaluation.
Communications 

18. Lead in the engagement and involvement of Children and Young People and their families/carers gathering their views on how we can best meet their mental health needs in non-mental health settings through the development of mechanisms for meeting their information needs i.e. establishment of relevant Focus Groups 

19. Establish and develop effective working relationships with managerial colleagues to ensure cross boundary collaboration and partnership working
20. Plan and implement effective governance processes for key project areas, building on learning across all Health, Local Authority and partner organisations across Tayside. 

21. Act as the point of contact for all project related work.

Education and Training

22. Identify training and education requirements, developing a programme of training for partners in local authority (particularly schools) Primary Care and areas of Secondary Care to ensure a good understanding of what constitutes good emotional health and wellbeing including up skilling of the wider workforce on how to identify difficulties early and intervene appropriately.
Planning & Organisational Skills

23. Meet with leaders and key stakeholders to facilitate the implementation, monitoring and achievement of objectives by ensuring timely progress and reporting structures are in place

24. Work in partnership to facilitate the development of a range of collaborative models of improvement across the evolving integrated and partner organisations.
Induction Standards & Code of Conduct

Your performance must comply with the national “Mandatory Induction Standards for Healthcare Support Workers in Scotland” 2009; and with the Code of Conduct for Healthcare Support Workers.



	6.  COMMUNICATIONS AND RELATIONSHIPS
1. The post holder is required to communicate highly complex, sensitive or contentious information with a wide range of staff across a variety of organisations including NHS Tayside, Local Authority and third sector and voluntary organisations.

2. Communication with small groups or large groups of multi-agency staff and partners, children/young people and their families/carers.

3. Excellent interpersonal skills are required to function at the highest level in order to gain the commitment of others, persuade, negotiate, motivate and enlist the co-operation of others in order to facilitate their contribution to the development and implementation of organisational change.

4. Strong inter-personal skills are a key requirement of this post. These will be applied in developing and maintaining communication with people on matters, issues and ideas often in complex situations.

5. The post holder will be involved in giving presentations and organising stakeholder events for groups of varying sizes. The frequency and length of sessions will vary. Sessions are likely to vary from 1 – 3 hours. Stakeholder events would normally vary from ½ - 1 day.
Key relationships are with:
Children/Young People/Families/Carers and representative groups 
NHS Tayside Acute and Primary Care - staff and senior managers
Local Authority -  staff and senior managers
The Voluntary Sector 
Data Facilitators 
Dundee University


	7. KNOWLEDGE, TRAINING AND EXPERIENCE REQUIRED TO DO THE JOB

The post holder is required to be educated to degree level (or equivalent experience) in a relevant

discipline i.e. in Health, Social Work or Education, healthcare planning or project management. A post graduate management or related qualification being desirable. 
The post holder will have an understanding of systems and practices within Public Sector Organisations.  Experience of working at a middle management / supervisory level within the Public Sector or equivalent large complex organisation. This experience may have been gained in one of several areas, e.g. clinical, education, social work or general management, service planning or project management. Experience of working at a strategic level within a large organisation or organisations would be an advantage.
The post holder will therefore require the following skills, acquired through training or

relevant experience:

· Proven project management skills and experience in project delivery.

· Highly developed facilitation and presentation skills, including working with groups of varying sizes. The post holder will be expected to undertake and lead focus groups, training sessions and present, often complex information to senior staff
· Data management and analysis skills

· Experience and knowledge of research, audit, quality improvement 
· Ability to work positively and effectively and in partnership with others at all levels across Health and partner organisations

· Proven ability to devise, initiate, manage and deliver/facilitate ‘multi-professional’ working.
· Demonstrate a knowledge of pathway management and whole system working

· A professional background built upon continuous professional development and practical job experience

· Excellent communicator with the ability to convey the aims and objectives of the project in all forms to all levels and to engage the support and active participation of key stakeholder groups including children and young people, staff, committees and organisations involved.

· The post holder is required to demonstrate multifaceted leadership skills
The post holder will be required to demonstrate competencies in the following:
· Personal Governance

· Knowledge Management
· Data Analysis
· Ensuring Focus, Achieving Results 
· Creativity and innovation.
· Leading Change

· Developing Capability and Capacity with Partners

· Community Engagement



	ESSENTIAL ADDITIONAL INFORMATION
8. SYSTEMS AND EQUIPMENT
The post holder will demonstrate excellent research and IT skills including familiarity,       knowledge and /or competence in the following areas:

· Advanced working knowledge of Microsoft Office products, in particular, Excel, Word and PowerPoint.
· A good working knowledge of the internet is also essential as the post holder will be required to download data from a variety of NHS related websites (e.g. Information Services Division).

· Video and teleconferencing skills, both in term of technical familiarity but also the use of this technology as a means of communication;
RESPONSIBILITY FOR RECORDS MANAGEMENT

All records created in the course of the business of NHS Tayside are corporate records and are public records under the terms of the Public Records (Scotland) Act 1937. This includes email messages and other electronic records. It is your responsibility to ensure that you keep appropriate records of your work in NHS Tayside and manage those records in keeping with the NHS Tayside Records Management Policy and with any guidance produced by NHS Tayside specific to your employment.
9. DEMANDS OF THE JOB
Physical:
· Combination of sitting, walking, standing and light physical effort for short periods during the day. Sitting at a PC approx for 3 - 4 hours daily. Chairing and/or participating in meetings
· Required to use keyboard skills for data recording and analysis, communication and report writing daily.
· Other key skills include active listening, professional presentation (whole body and physical presence – verbal and non-verbal communication), clear methodical speech, concentration and thinking on feet when interacting with others at all levels, both NHS staff and the external agencies/stakeholders.
· Manual dexterity skills are required when preparing equipment for presentations e.g. IT and audio-visual equipment.
· The post requires driving / travelling to daily events/meetings on various geographical sites across Tayside. 
· The post holder has to manage time in order to meet appointments and route-plan accordingly. As the post holder is often unable to visit the office base on a daily basis, careful preparation needs to be made in order to ensure all appropriate documentation is available for meetings and to work remotely (at “hot desks” across the region).

Mental:
· Frequent concentration – work pattern is unpredictable

· High levels of concentration will be consistently required for all aspects of the role – this includes work prioritisation, planning, facilitation, analysis, scheduling, chairing meetings, report writing. 
· The post holder will at all times work to tight deadlines and possible changing business priorities 

· Changing from one activity to another will be common, as will interruptions – inevitably due to the number of stakeholders involved in the project, requiring the post holder to switch from one thing to another and react to situations as they develop. Intense concentration will be required to gather information from multiple sources.

· Delivering presentations will require the post holder to develop materials, be alert, reactive and responsive to their audience.
Emotional Effort:

· Frequent exposure to distressing/emotional circumstances

· As projects are often focused on implementing change there will instances where the environment can be resistant and even hostile. The ability to keep one’s own emotions under control and restrain negative actions in conflict situations will be essential as will the ability to portray a positive and enthusiastic image at all times.
Working Conditions

      Office based. Travel throughout Tayside.


	10. DECISIONS AND JUDGEMENTS
· The post holder will be expected to work in highly complex situations requiring analysis and decisions affecting services that impact across Tayside.

· Experience and ability to anticipate potential problems, and freedom and appropriate knowledge to make decisions within the corporate governance framework to ensure successful resolution.

· A significant amount of work is self-generated and the post holder will be expected to demonstrate a high degree of initiative to plan, organise and deliver the agreed outcomes in the Key Result areas.

· Having close involvement in all of the working groups will require a high degree of prioritisation, multitasking and mental effort, problem solving, risk assessment, issue resolution, negotiation and influencing skills and facilitating creativity in new ideas and ways of working e.g. balancing expectations of individuals or user groups.



	11. MOST CHALLENGING/DIFFICULT PARTS OF THE JOB

· Being able to work within the environment of different environments and cultures, developing plans with demonstrable outcomes.

· Being able to respond quickly to a diverse range of topics, meeting short deadlines.

· Prioritisation of work in a pressurised environment with competing demands.

· Maintaining positive and effective relationships across area of remit 
· Maintaining effective engagement in across Health and partner organisations within area of remit.

· Managing time effectively. 
  


Third Sector Organisations





Clinical Services Manager 


Women & Child Health





Head of Service


CAMHS





Angus Local


Authority





Perth Local Authority





Admin Staff


0.5 WTE x1





Project Manager


(This post)





Band 6 Staff


 0.5 WTE x3





Dundee Local Authority
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