ROYAL COLLEGE OF PHYSICIANS OF EDINBURGH

Job Description

	SECTION 1
Headings

	Job Title:      Programme Manager (Quality Research and Standards)
Location:      RCPE, Edinburgh
Reports To:  Chief Executive (Acting as Head of Department until the unit grows in size)
Date:             10 April 2015


	SECTION 2
Job Purpose 

	To co-ordinate the work of the QRS Unit which includes clinical research and quality projects, workforce planning, consensus type and other events and revalidation. 



	SECTION 3
Organisation Chart 

	This relatively new unit is developing and growing and in time will have its own Head of Department; in the interim the CEO will provide senior management support for staff and the work of the unit.  
The Programme Manager (this post) supports a number of work streams reporting to the CEO and the Director of Quality who will oversee the clinical quality components and the VP (Fellowship and Members) who will oversee the revalidation work stream.  The other post within the unit currently is a part-time Standards Coordinator, providing administrative support for some projects and taking lead responsibility for others, reporting directly to the CEO.  Other related colleagues who are not employees of the College but work with the team include a Clinical Research Fellow undertaking acute medicine standards work and other doctors leading specific projects. 
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	SECTION 4 
Dimensions 

	 Live Standards Work Streams (currently 60%)

· Monitor, manage and support the work of up to 3 live standards work streams initially all based in acute medicine in liaison with the Clinical Research Fellow; contribute as required to the work of a small team delivering other QRS projects within the programme (currently SPARS, HAMLYN Design Project and revalidation).

· Administer Research funding and awards (JMAS Sim Fellowship and others).

Workforce Planning (currently minimal)
· Contribute to workforce analysis and projections in Scotland (across the 29 medical specialties) as required.

Committee Support (currently 20%)

· Ensure the team provides committee support including agenda setting, paper distribution and note taking to the various projects as required (currently quarterly meetings of Acute Medicine Project Board and Working Group and occasional meetings of the College Revalidation Working Group; and other groups as required.

· Participate in quarterly UK Academy meetings of Revalidation as required (shared responsibility with VP and CEO).

Communications (20%)

· Develop and deliver a communications plan for each work stream.
· Keep CEO and Director of QRS updated on progress.

· Produce a report for Council annually on the overall work programme.



	SECTION 5 
Main Responsibilities

	· Support data capture and perform preliminary analysis of survey and other results for the clinical teams delivering the various work streams within the QRS unit and which currently includes:

· Acute Medicine Project.
· Revalidation – including the screening of enquiries through a virtual revalidation helpdesk, liaising with specialty advisers and drafting responses.
· Clinical Guidelines (initially liaison with Scottish Intercollegiate guidelines network – SIGN).
· Research standards (likely to be slow stream initially).
· Manage the Acute Medicine Project Board, including the necessary administration and contributing to agendas and discussions. 

· Support the Acute Medicine Working Group including local data management and analysis for the quality indicator data collection.
· Provide support to the Standards Coordinator in the development and delivery of QRS events or conferences as required including programme development, speaker invitations, promotion of the event (including to potential sponsors), registrations and support on the day of the event.
· Devise and deliver application processes for research grants offered by the College.
· Identify and follow up on fundraising opportunities for future QRS project ideas.

· Sift enquiries on quality and revalidation issues from Fellows and Members, passing on enquiries to clinical leads as appropriate and as laid out by protocols.
· Develop content for the College’s webpages and keep information up-to-date.
· Contribute if required to the coordination of the Scottish Specialty Society Forum and connected specialty work (currently supported by the Standards Coordinator).



	SECTION 6  
Planning and Organising

	· Schedule an annual work plan, in discussion with the CEO and the Director of Quality.

· Develop and implement specific operational plans for each project to manage a complex and varied workload.

· Work with minimal direct supervision, prioritise weekly and daily workload to incorporate unforeseen or urgent issues without losing sight of prior deadlines and ensure multiple tasks are completed or identified as running late.
· Work flexibly, accommodating change to plans whilst maintaining a positive, solution-focussed attitude.



	SECTION 7 
Decision Making

	· Decide on timing, frequency, intensity and method of communication with partners and contributors to projects and activities.

· Respond to project enquiries and decide whether onward referral is required, guided by written protocols.

· Determine which revalidation enquiries can be responded to in-house and which require further consultation, guided by written protocols and FAQs.



	SECTION 8 
Internal and External Relationships 

	Internal

· Collaborate with lead Officer Bearers on all work streams including the Director of Quality and the VP (Fs and Ms).
· Liaise with colleagues in other departments, including College Officers, IT, AV Technicians and Events Team to ensure set up and technical support is in place for the smooth running of project meetings and events.
· Liaise with IT as required over data analysis and other issues , e.g. website changes or drop box type solutions, virtual meeting support and integration with the corporate database, or expert advice on software tools. 

· Liaise with the External Relations & Policy Department regarding communications sent centrally (including HTML emails), website updates and health policy issues that reflect quality work.  Contribute to communications efforts to lift the profile of the College with Fellows and Members, the NHS and governments.

External

· Liaise with Fellows and others across the NHS who are involved with quality work projects to gather ideas and data as required.
· Liaise with Heads of School and others involved in Medical Workforce Planning primarily in Scotland.
· Liaise with speakers and contributors to QRS events and conferences, confirming arrangements, travel, etc.

· Liaise with external experts as required where skills may not be available in house, e.g. data analysis experts or research teams.
· Develop effective relations with quality organisations across the UK – with priority to the Quality Alliance and Health Improvement Scotland (HIS).
· Respond to enquiries from Fellows, Members and other stakeholders and provide the appropriate information.



	SECTION 9 
Knowledge, Skills, Experience & Style Needed  (Person Specification)

	Educated to degree level or equivalent (essential).

A relevant professional qualification (desirable).
Excellent IT skills including use of the standard office applications (Word, Excel, Power Point, email/internet), evidence of the ability to learn bespoke databases and other packages as required, e.g. Visio (essential).  Knowledge of standards survey packages, e.g. Survey Monkey, Bristol Online (desirable).

Demonstrable experience of  assessing system users needs and communicating to external experts, engaged to support QRS projects.
Good written and verbal communication skills with the ability to establish and maintain effective working relationships with a wide range of physicians, College staff and partner organisations in the medical and academic sectors (essential).

Numerate with an understanding of audit and/or research (essential).

A flexible approach with the ability to plan own workload, to work both independently and in a “virtual” team, and to deal with multiple tasks and competing priorities (essential).

Excellent organisational skills and attention to detail with a demonstrable record in meeting deadlines and using own initiative to overcome challenges (essential).

Experience of project planning and a practical understanding of good practice in project management (essential).

Experience of co-ordinating meetings and supporting working groups (essential).

A background in quality management, research or standards development, ideally in clinical environments (desirable).




	SECTION 10 
Job Context and Special Features

	The role will require an understanding of quality assurance in the NHS and an awareness of the work of the other groups delivering quality improvement initiatives for physicians including groups within the NHS, other Colleges and the University sector.  

The role will require a systematic approach to managing competing priorities as the workload increases, raising capacity issues with line managers and clinical colleagues in a timely and confident manner. 



	SECTION 11 
Verification

	We are satisfied that the contents of this document conveys an accurate description of this post.


Job Holder:
  ____________________________    Date:  _________________________
Line Manager:   ____________________________     Date:  _________________________
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