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JOB DESCRIPTION
JOB DETAILS
	Job Title

	Primary and Community Care Academy Manager

	Pay Band


	8a

	Division/Directorate


	     

	Department

	     


ORGANISATIONAL ARRANGEMENTS
	Managerially Accountable to:


	     

	Reports to: Name Line Manager


	     

	Professionally Responsible to:


	     


THE CORE PRINCIPLES OF NHS WALES
	We put patients and users of our services first
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	We reflect on our experiences and learn
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	We seek to improve our care
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	We work in partnership and as a team
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	We focus on wellbeing and prevention
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	We value all who work for the NHS
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JOB SUMMARY

	This is a new role which will have responsibility to establish a Primary and Community Care Academy that will have responsibility for the coordination and planning of education and training within xxxxx University Health Board to support implementation of ‘A Healthier Wales’
The postholder will work closely with primary care contractors, clusters and collaboratives, internal Health Board colleagues as well as Health Education and Improvement Wales (HEIW) to develop the infrastructure for multi-professional training and education of staff working in primary and community care settings and to establish the local Academy as the ‘go to’ place for training and education of all staff who are working in these settings

The postholder will be part of a national network of Academy Managers working closely with the HEIW multi-professional

The postholder will establish an effective governance framework around the local infrastructure including an operating model that defines the standards, policies, and procedures within which the Academy will operate

The postholder will work closely with the Academy multi-professional clinical lead for education and training to develop and implement a plan for education and training that is in line with both local and national priorities underpinned by HEIW Quality Framework

The postholder will develop key relationships with primary care contractors; clusters and collaboratives along with HEIW as the national strategic organisation responsible for education and training.  They will also play a role as part of a broader network of Academy Managers across Wales

The post holder will provide leadership and strategic direction to achieve corporate objectives interpreting corporate and national policies.  They will be expected to make a positive contribution to the delivery of services across the organisation

The postholder will work with local contractors, clusters and professionals working within the xxxx Directorate to ensure that there is a robust process for assessing training and education needs of the primary and community care workforce as part of an annual planning process

The post holder will be responsible for leading and delivering across a number of key programmes to establish the Academy arrangements ensuring the delivery of objectives, as agreed as part of the national operating model

The postholder will implement agreed national education and training programmes for primary and community care staff as well as local programmes and priorities.  The role will support services in primary and community care to identify the skillsets needed within their local workforce and co-ordinate education and training to meet that need.  
This includes education and training within primary and community care to support:

1. Staff new to the workforce

2. Development of new roles

3. Continuing professional development to maintain and extend skills to work at top of license

4. Multi professional working and learning

5. The future workforce

The postholder will work with stakeholders to develop the Academy as a ‘centre of excellence’ for education and training in support of the strategic objectives of the Health Board in respect of primary and community care and will oversee and manage a range of programmes and projects that support these objectives

The postholder will manage internal and external relationships to deliver the objectives of the programme

The postholder will have management responsibility and will act as the key individual who brings together a range of professionals from different disciplines and areas of the Health Board to deliver Academy objectives

The postholder will source local training and education programmes in liaison with Higher and Further Education Institutions and local training providers that meet local delivery plans

The post holder will have autonomy and freedom in relation to the delivery of key objectives



DUTIES/RESPONSIBILITIES

	Design and deliver service change and manage short- and long-term projects to ensure the benefits and changes set out in the Health Board and Academy business plans are delivered

Act as a lead in change management using recognised best practice methodologies, leading multiple service change and project activities and providing expert advice and support across the Health Board when required

Negotiate, develop and agree key deliverables with stakeholders, ensuring that all activities meet defined operational and strategic objectives, prioritising workload where required

Design and agree evaluation and performance monitoring arrangements for all service and change activities with stakeholders and line management

Create and agree programme and project plans, where there may be a degree of uncertainty, negotiating and appropriately contracting with sponsors, and ensuring any subsequent changes are agreed, formally noted and appropriately communicated

Develop, consult and implement alternative options for the delivery and outcome of service change and project activities to meet the changing organisational business needs

Effectively monitor the progress and outcomes of changes and projects as agreed in their mandates, ensuring any variance to plan is highlighted and mitigating actions are taken

Report to the appropriate governance structure and other groups as required on progress against work plan and deliverables

Ensure service changes and project activities produce the required outcomes and deliver against quality standards within the time and cost constraints agreed

Plan and execute effective communication strategies for changes and projects, incorporate best practice including new national, regional, local and Health Board policy and guidance

Facilitate and contribute to external research activities as agreed with line management and sponsors

Contribute to the development of knowledge management processes and systems to maximise spread and sustainability of change initiatives across the organisation

Service Change and Delivery Activities 

Ensure that there is a consistent methodology for improvement used across the Academy and that any service change and delivery activities are effectively transferred across to operational teams

Negotiate and agree priorities, deliverables and timescales and to ensure that work is delivered on time and to agreed standards

To work with colleagues to ensure that all activities undertaken are realistic, authorised and have clearly defined objectives, milestones and outcome measures.  To also ensure that all activities have a clear owner, and that progress is monitored and regularly reported on  

Support the annual planning cycle and development of Integrated Medium-Term Plans (IMTP) working with clusters and professional collaboratives to identify need, support workforce planning and identification of priorities that can support and inform local plans as well as the national training and education planning cycle

Ensure that there is excellent visibility of work initiatives and activities to maximise business and partnership opportunities and to work collaboratively with stakeholders to minimise duplication or indirect consequential impacts of decisions

Present highly complex information on all aspects of service change and delivery activities, some of which may be sensitive and contentious, in a clear and understandable way tailored to suit the needs of the audience.  This could be in written, verbal and presentation formats as required

Persuade, motivate, and influence stakeholders and audiences as part of the development of the programme of work, where they may be challenges in terms of differing opinions

Oversee the tracking of progress against plans and milestones, ensuring appropriate processes are in place to flag issues, risks and concerns with relevant stakeholders

Ensure that quality is embedded throughout the Academy work programme

Stakeholder Engagement and Communication

Work within the national framework for the development of multi-professional education & training and its operating model and be a key member of a network of Academy managers and HEIW to support a consistent approach to the development of education and training across Wales

Consistently maintain a strategic understanding of the Health Board and the interdependencies between stakeholders to implement the strategy and to provide a single consolidated view of how the delivery portfolio is achieved against the Health Board’s strategy and objectives, particularly in relation to the development of primary and community care

Identify key internal and external stakeholders, ensuring their active involvement and engagement with service changes and projects/workstreams/pilots embedding them into mainstream delivery

Demonstrate a high level of communication skills when dealing with a range of stakeholders both internal and external

Work with stakeholders to identify potential resistance to change and develop strategies to overcome this resistance

Apply a developed level of analytical and judgement skills to facilitate working towards gaining results, to include effective negotiating and influencing skills, data collection, complex analysis and validation

To work autonomously and be self-directed and apply own judgement regarding key decisions about the direction of the service change and activities which may impact on the delivery of key targets

Take a lead in discussions with operational management which may include setting/changing the key direction of service change 

Act as an expert resource, sharing best practice across the Health Board for Primary and Community sectors, transferring expert skills and knowledge in a variety of forums including the intranet, masterclasses, workshops and events

Develop effective communication plans in collaboration with the communication team to ensure effective communication and engagement of all internal and external stakeholders

Regularly produce and deliver high level reports and undertake formal presentation including highly complex information to a wide variety of audiences

Research and Development

Actively supports and contributes to the development of key performance indicators for the successful assessment of performance

Test and review new concepts, models, and practices

Contribute to ensuring there are processes in place for spreading and sharing learning and outcomes

Implement a process for evaluation of new roles which is evidence based, non-biased and value for money

Support national evaluation of programmes working with HEIW

Improvement and Monitoring

Develops and implements policies for own area, informing policy and making recommendations for other projects delivery

Contribute to the review and development of stakeholder protocols 
Finance and Budget

Be responsible and accountable for all expenditure required to discharge the programme within the delegated programme budget

Work with partners to develop contracts, service level agreements and produce business cases

Deliver against organisational objectives, achieving quality outcomes, prioritising own workload and working to tight deadlines

Support and inform teams on the targeting of resources, monitoring, implementing, evaluating and delivery of plans by providing sophisticated, high-quality information and analysis

Continually strive for delivering project/function outcomes, value for money and greater efficiency

Contribute to the financial delivery of the service ensuring it is cost effective and delivery

Staffing and Training

Responsible for the management of support staff and work stream colleagues as agreed with line management and sponsors

Responsible for the commissioning of training and education across the Health Board for Primary and Community staff in line with local plans

Effectively manage resources, ensuring maximum productivity and efficiencies to deliver the agreed work plans

Effectively manage the performance of staff ensuring that policies and procedures are followed, and best practice is maintained

Effectively lead the implementation of and communicate key initiatives and service changes & projects within the team 

Effort and Environmental
Combination of sitting, standing, for long periods at keyboard daily

Driving to meeting across Wales weekly

Frequent concentration developing new education and training pathways, The Academy agenda is complicated and will require sustained focus

Initially this post will have many work streams to manage so could be unpredictable
Deal with resistance to change - new pathways will be developed and there will naturally be reluctance in some areas to change
Staff will attend training and the post holder may deal with passing on feedback from tutors.  The post holder will update on work streams to stakeholders




PERSON SPECIFICATION
	ATTRIBUTES
	ESSENTIAL
	DESIRABLE
	METHOD OF

ASSESSMENT

	Qualifications

and/or Knowledge


	Educated to higher degree level (e.g., Masters) or equivalent level of experience. 

Evidence of recent and relevant continuous professional development

Project or Programme Management Qualification (or equivalent experience)

Knowledge and understanding of policy drivers for primary & community care within NHS Wales including an understanding of workforce challenges

	Professional qualification

relating to 

business

administration /

education & training or workforce development


	Application form and pre-employment checks

	Experience


	Experience at senior manager level 

Experience of working in or with primary and community care services

Experience in establishing a new service or function within a public service

Experience in communicating and engaging with a broad range of stakeholders to deliver strategic objectives

Experience in establishing management systems to ensure effective delivery of strategic objectives (finance, people, performance)

Experience in business/operational planning to ensure that objectives are effectively delivered across an annual cycle


	Experience

working in educational setting 

Experience of working within a workforce, leadership or OD function or role

Experience in working with primary care independent contractors

Experience of working in an environment governed by regulation, standards or quality assurance systems
	Application form and interview

	Aptitude and

Abilities


	Ability to prioritise tasks and manage competing demands on time, ensuring all deadlines are met

Excellent written and verbal communication skills when dealing with highly complex information

Able to network across and beyond the Health Board

Ability to understand issues involving unfamiliar and complicated information

Excellent IT skills and

experience in all Microsoft

office applications

Well organised with the

ability to quickly switch from

one area of work to another

Ability to act with tact and

diplomacy

Good budget management skills
Excellent presentation skills

	Ability to speak Welsh
	Interview

	Other


	The ability to travel frequently within own area

	
	

	GENERAL REQUIREMENTS

Include those relevant to the post requirements

· Values:  All employees of the Health Board are required to demonstrate and embed the Values and Behaviour Statements in order for them to become an integral part of the post holder’s working life and to embed the principles into the culture of the organisation.

· Registered Health Professional:  All employees who are required to register with a professional body, to enable them to practice within their profession, are required to comply with their code of conduct and requirements of their professional registration. 

· Healthcare Support Workers:  Healthcare Support Workers make a valuable and important contribution to the delivery of highquality healthcare.  The national Code of Conduct for NHS Wales describes the standards of conduct, behaviour and attitude required of all Healthcare Support Workers employed within NHS Wales.  Health Care Support Workers are responsible, and have a duty of care, to ensure their conduct does not fall below the standards detailed in the Code and that no act or omission on their part harms the safety and wellbeing of service users and the public, whilst in their care.
· Competence:  At no time should the post holder work outside their defined level of competence.  If there are concerns regarding this, the post holder should immediately discuss them with their Manager/Supervisor.  Employees have a responsibility to inform their Manager/Supervisor if they doubt their own competence to perform a duty.

·  Learning and Development: All staff must undertake induction/orientation projects at Corporate and Departmental level and must ensure that any statutory/mandatory training requirements are current and up to date.  Where considered appropriate, staff are required to demonstrate evidence of continuing professional development. 
· Performance Appraisal: We are committed to developing our staff and you are responsible for participating in an Annual Performance Development Review of the post.  

· Health & Safety:  All employees of the organisation have a statutory duty of care for their own personal safety and that of others who may be affected by their acts or omissions.  The post holder is required to co-operate with management to enable the organisation to meet its own legal duties and to report any hazardous situations or defective equipment.  The post holder must adhere to the organisation’s Risk Management, Health and Safety and associate policies.

· Risk Management:  It is a standard element of the role and responsibility of all staff of the organisation that they fulfil a proactive role towards the management of risk in all of their actions.  This entails the risk assessment of all situations, the taking of appropriate actions and reporting of all incidents, near misses and hazards.

· Welsh Language:  All employees must perform their duties in strict compliance with the requirements of their organization’s Welsh Language Scheme and take every opportunity to promote the Welsh language in their dealings with the public.

· Information Governance:  The post holder must at all times be aware of the importance of maintaining confidentiality and security of information gained during the course of their duties.  This will in many cases include access to personal information relating to service users.  

· Data Protection:  The post holder must treat all information, whether corporate, staff or patient information, in a discreet and confidential manner in accordance with the provisions of the General Data Protection Legislation and Organisational Policy.  Any breach of such confidentiality is considered a serious disciplinary offence, which is liable to dismissal and / or prosecution under current statutory legislation and the HB or Trust Disciplinary Policy.

· Records Management:  As an employee of this organisation, the post holder is legally responsible for
all records that they gather, create or use as part of their work within the organisation (including

patient health, staff health or injury, financial, personal and administrative), whether paper based or

on computer.  All such records are considered public records and the post holder has a legal duty of confidence to service users (even after an employee has left the organisation).  The post holder should consult their manager if they have any doubt as to the correct management of records with which they work.
· Equality and Human Rights:  The Public Sector Equality Duty in Wales places a positive duty on the HB/Trust to promote equality for people with protected characteristics, both as an employer and as a provider of public services.  There are nine protected characteristics: age; disability; gender reassignment; marriage and civil partnership; pregnancy and maternity; race; religion or belief; sex and sexual orientation.  The HB/Trust is committed to ensuring that no job applicant or employee receives less favour-able treatment of any of the above grounds.  To this end, the organisation has an Equality Policy and it is for each employee to contribute to its success.

· Dignity at Work:  The organisation condemns all forms of bullying and harassment and is actively seeking to promote a workplace where employees are treated fairly and with dignity and respect.  All staff are requested to report any form of bullying and harassment to their Line Manager or to any Director of the organisation.  Any inappropriate behaviour inside the workplace will not be tolerated and will be treated as a serious matter under the HB/Trust Disciplinary Policy.
· DBS Disclosure Check:  The post holder does not require a DBS Disclosure Check. 

· Safeguarding Children and Adults at Risk:  The organisation is committed to safeguarding children and adults at risk.  All staff must therefore attend Safeguarding Children & Adult training and be aware of their responsibilities under the All Wales Procedures.

· Infection Control:  The organisation is committed to meet its obligations to minimise infections.

All staff are responsible for protecting and safeguarding patients, service users, visitors and employees against the risk of acquiring healthcare associated infections.  This responsibility includes being aware

of the content of and consistently observing Health Board/Trust Infection Prevention & Control Policies and Procedures.

· No Smoking: To give all patients, visitors and staff the best chance to be healthy, all Health Board/Trust sites, including buildings and grounds, are smoke free.

· Flexibility Statement:  The duties of the post are outlined in this Job Description and Person Specification and may be changed by mutual agreement from time to time.




CAJE REFERENCE: 	CYM/WALES/2022/0014


APPROVED:		14/07/2022
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