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THE HULL YORK
MEDICAL SCHOOL




Job Description

	Job Title:
	HYMS Programme Manager

	Faculty/Department:
	Hull York Medical School

	Reporting to:
	Head of Quality and Standards

	Duration:
	Continuing 

	Job Family: 
	Administration

	Pay Band:
	Hull Band 8 

	Benchmark Profile:
	Manager (Administration) Band 8

	DBS Disclosure requirement:
	n/a

	Vacancy Reference:
	HY0154


Details Specific to the Post

Background and Context 

Hull York Medical School (HYMS) is a collaboration between the Universities of Hull and York and the NHS. HYMS operates from both University campuses and within teaching hospitals and medical practices throughout the Yorkshire and Humber region. HYMS is a young ambitious medical school which is developing a growing reputation for its teaching and research. The area covered by the HYMS NHS partnership comprises Hull and the East Riding of Yorkshire, York and North Yorkshire, and Northern Lincolnshire, which together have a population of around 1.8 million.  17 NHS organisations make up the HYMS NHS partnership, within which there are over 600 consultants and 900 general practitioners.
HYMS’s innovative curriculum includes an enquiry-based approach to learning and early clinical experience. Our graduates are recognised as being very capable Foundation Doctors, many of whom stay locally and contribute to health care services in the region. For the last two years, HYMS has been in the top 10 for overall student satisfaction in the National Student Survey (2014 and 2015). HYMS also delivers a growing portfolio of postgraduate taught programmes and short courses, including a training programme for Physician Associates.

In the national Research Excellence Framework (REF 2014), over 85% of research across HYMS was assessed as world leading or internationally excellent. HYMS has ambitious plans for research growth in biomedical, applied health and clinical research at the University of Hull, including the establishment of an interdisciplinary Institute for Clinical and Applied Health Research (ICAHR). Similarly in York, HYMS is growing its research in key areas of enquiry, including mental health services research and immunology & infection. 

HYMS’ future development is being supported and enabled by a £28m investment in a new Health Campus development at the University of Hull, including the prestigious Allam Medical Building which is under construction and due to open in Autumn 2017.

The Programme Manager is a key management role responsible for driving the effective and efficient development, delivery and evaluation of all HYMS academic and clinical programmes.  The postholder will play a leading role in translating HYMS requirements into high quality operational processes, ensuring that this work is supported by effective and efficient systems and procedures.  The leadership of a comprehensive communications approach to ensure that all colleagues and partners are working cohesively is essential so that high level operational factors are fully considered and deliverable.   The postholder must model a high professional standard and be willing to work flexibly and creatively, both independently and as part of a team, in a highly demanding environment across all of the HYMS sites.  
The role requires the postholder to manage a wide-ranging portfolio of work and a diverse team of staff, and they must be able to model best practice by developing student-centred, clear and robust system and process thinking across all provision.  The postholder should be a reflective leader who is able to inspire confidence in and engage with a wide range of staff and students.   In addition to the effective management of their own team they will also play an active role in the development and work of their senior peer group e.g. Assessment, Learning Enhancement and Student Support; taking responsibility for School-wide initiatives as required. The work of the HYMS Programme Team directly links into the priorities stipulated by the HYMS Strategic Plan and the Management Board. This key leadership role is line managed by the Head of Quality and Standards but works closely with a range of senior staff within and beyond HYMS, including the Programme Directors, Academic Leads, Student Liaison Managers, Clinical Deans and a number of senior managers at the University of Hull, the University of York, and NHS partner organisations with an aim to continually improve the HYMS student experience.  Therefore a key function of this role is the ability to forge and improve relationships with academic and clinical colleagues across a wide and diverse portfolio of programmes and different locations, and to provide excellent staff, tutor, and student service.  

The postholder will be expected to work flexibly across HYMS’ facilities on campus at the Universities of Hull and York and will also need to spend time working with the extensive network of our Local Education Providers in secondary, primary and community based settings.
Specific Duties and Responsibilities 


	1. Monitor Local Education Providers’ progress against agreed action plans resulting from annual monitoring visits; End of Placement and End of Assistantship surveys; National Student Surveys and any other surveys or quality monitoring visits as required by HYMS, Health Education Yorkshire and the Humber, or their funders / regulators.

2. For all clinical placements, work with the student representatives, Programme Directors and Academic Leads, Head of Quality & Standards, and a range of senior clinical and professional staff to devise appropriate surveys and organise activities to create a vibrant, evidence-based improvement environment across the HYMS partnership underpinned by timely planning and a transparent sharing of information.


	


GENERIC JOB DESCRIPTION
The job duties and responsibilities listed below are intended to describe the general nature of the role.  The duties and responsibilities and the balance between the elements in the role may change or vary over time depending on the specific needs at a specific point in time or due to changing needs in the department.  Candidates should note that there may not be an immediate requirement to carry out all the activities listed below.
Overall Purpose of the Role

· Role holders will:

· Be experienced professionals who are expected to exercise a significant degree of specialist and independent responsibility
· Have gained a professional and/or academic qualification and have extensive specialist experience
· Be involved in planning and ensuring progress within established procedures and clearly defined university policy by providing a high level of specialist advice and expertise to support the Faculty or Departmental activities 

· Contribute to the longer term planning in accordance with the wider University strategy
· Advise senior University management on policy, functional or service priorities and develop new procedures and polices within existing values
· Have responsibility for a service/function and will include managing team(s), monitoring progress and taking appropriate action to ensure the goals and objectives are met.
Main Work Activities

Communication

· Provide specialist advice and guidance to managers and staff

· Explain new and existing policies in relation to operational activities
· Create and deliver presentations to communicate information across Faculty/Dept/University

· Attend meetings to report on specialist issues

· Take formal minutes at meetings when required

· Writes formal documentation

· Writes procedural documentation 

Teamwork

· Provide strategic and operational leadership; may supervise team leaders, define objectives, set deadlines, allocate work and monitor outcomes

Liaison and Networking

· Proactively develop and maintain internal and external contacts to benefit the University

· Participate in networks internally and/or externally  

Service Delivery

· Assist in the preparation, presentation and implementation of the strategic plans and operating statements and ensure compliance with reporting requirements within the University

· Assist with the effective management of the quality of the service

· Assist the Head of Department/Service to maintain administrative direction

· Develop and manage projects that contribute to improving service delivery

· Develop and maintain systems and processes to ensure effective delivery of the service

Planning and Organisation

· Co-ordinate departmental processes in conjunction with senior colleagues

· Plan and monitor the work of others

· Contribute to the longer term operational planning of the Faculty/Department

· Organise and service committees as appropriate

· Organise and represent the area and University at events 

Analysis/Reporting

· Analyse qualitative and quantitative data producing reports identifying key issues that inform management interventions.  Formulate recommendations and provide advice on the implications of the data
Additionally the post holder will be required to:

· Fulfil the employees’ duties described in the University’s health and safety policies and co-operate with the health and safety arrangements in place within the department. May be required to undertake specific health and safety roles on request e.g. Display screen equipment assessor, departmental safety officer, fire warden
· Fulfil the managers’  responsibilities as described in the University’s health and safety policies. These duties include responsibility for ensuring that suitable and sufficient risk assessments are in place for activities within your area of control and for ensuring appropriate health and safety training is in place.
· Support staff to demonstrate their commitment to equality, diversity and anti-discriminatory behaviour. This role includes making time available for staff to undertake mandatory equality and diversity training 
· Raise awareness amongst staff and support staff to fulfil their responsibilities to comply with University regulations, policies and procedures
COMPETENCY SPECIFICATION

To fulfil your role, you will need certain knowledge, skills and competencies. The following competency specification provides a framework within which your performance will be assessed.  The interview assessment may include, for example, testing on IT skills. 

. The Competencies set out below are essential and are core requirements needed to perform the role and any candidate who fails the requirement will not be taken forward for further assessment or to interview.
	Competency
	Identified by

	Knowledge and Experience 
	

	A relevant degree or equivalent qualification and/or experience.


	Application/Interview

	Is a professional with proven experience in a specialised area of work, such as Medical Education within Higher Education and/or the NHS, with particular emphasis on partnership/complex organisations across multiple sites.


	Application/Interview

	Has proven experience within a programme administration environment, including staff and budget management, and the ability to plan, implement and monitor progress against strategic and operational goals.


	Application/Interview

	Can demonstrate the ability to effectively manage health and safety issues across a range of functions within the job specification. Takes personal responsibility for leading by example and ensures that a robust framework of risk management policies and procedures are in place to protect both individual members of staff and University liabilities.


	Application/Interview

	Has an active approach to continuing professional development/undertaking training as appropriate for personal and professional development.
	Application/Interview


	Communication (Oral and Written)
Can demonstrate the ability to summarise complex ideas or information which may be highly detailed, technical or specialist.
	Application/Interview

	
	

	Teamwork and Motivation

Can demonstrate the ability to have responsibility for a service/function. Clarifies the requirements of the tasks to meet the overall goals and objectives. Monitors progress and takes appropriate action to deal with difficulties and conflict. Identifies development and training needs of the team, monitors performance and gives feedback.
	Application/Interview

	
	

	Liaison and Networking

Can demonstrate the ability to work across the University and externally to build and strengthen working relationships.  Actively pursues a shared interest and works jointly to influence events and decisions.
	Application/Interview

	
	

	Service Delivery

Can demonstrate the ability to adapt the service and systems to meet the needs of the customer and identify ways of improving standards. Takes action to resolve issues and complaints. Collates feedback and views from customers and keeps up to date with changing needs to inform service development/adjustments.
	Application/Interview

	
	

	Decision Making 

Can demonstrate the ability to consider the wider impact of decisions, assesses possible outcomes and their likelihood. Uses judgement to make decisions with limited or ambiguous data and takes into account multiple factors. Distinguishes between the need to make a decision, when to defer and when not to take a decision.
	Application/Interview

	
	

	Planning and Organisation

Can demonstrate the ability to agree objectives and requirements for the team or area of operation.  Monitors overall progress of project or area of operation and ensures corrective action is taken.
	Application/Interview

	
	

	Initiative and Problem Solving

Can demonstrate the ability to gather information from a variety of sources to develop solutions and considers the longer term benefits against their chances of success.
	Application/Interview

	
	

	Analysis/Reporting
Can demonstrate the ability to design and use data gathering and analytical methods appropriate for each investigation.  Recognises and accurately interprets patterns and trends.  Recognises when additional data is required and identifies appropriate sources.  Produces reports and identifies key issues and findings.
	Application/Interview
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