
LONDON AMBULANCE SERVICE NHS TRUST

JOB DESCRIPTION 

JOB TITLE 


:
Acting Duty Station Officer



LOCATION


:
Complex based

GRADE 


:
Band 7
SALARY
:
£29,789 rising in increments to current 
maximum of £39,273 plus 15 – 20 per cent 
high cost area supplement & unsocial hours

REPORTING TO

:
Ambulance Operations Manager 

PURPOSE OF JOB

In conjunction with the Ambulance Operations Manager and the complex’s DSO team the Acting Duty Station Officer will manage a station complex and, as part of the wider management team, actively participate in area management process.  
The Acting Duty Station Officer will ensure that resources are available and used effectively to deliver A&E services to required performance, financial and quality standards.  The post holder will ensure that the highest standards of patient care are achieved and developed and that staff are fully supported by contributing to the provision of continuous 24 hour operational management cover within a area and at major incidents and other emergency situations.  

MAIN TASKS AND RESPONSIBILITIES
A&E Operations

· Assist the Ambulance Operations Manager to ensure that patient care services meet the A&E contract to the standard demanded
· Contribute to the provision of 24 hour managerial cover to ensure that the highest standards of service provision are maintained and managerial support and advice are available to staff at all times
· Personally monitor standards of service by attending calls/incidents with operational crews

· Provide managerial support to operational staff and Team Leaders to deal with problems at hospitals, scenes of incidents and on station
· Proactively lead work streams in conjunction with Resource Centres in order to maximise overall resourcing within the complex with particular emphasis on improving weekend cover. Take remedial action when appropriate to ensure that resources are being used effectively
· Ensure that station premises, vehicles and equipment are well maintained and remain available at all times, taking remedial action as appropriate to ensure this
· Provide a management role at major incidents, events and operations including taking responsibility for the Emergency Support Vehicle and contribute to the necessary subsequent actions as appropriate 
· Liaise with and support the work of the LAS Investigation Officers, carrying out investigations and reporting on them as necessary, meeting deadlines as laid down in NHS and local policy.
· Ensure that ‘out of hours’ complaints are investigated and provide written reports to relevant managers

· Assist with the investigation of vehicle accidents/damage and develop local strategies to reduce these incidents
Strategic
· Actively support and promote the LAS’ vision and values, and broad organisational goals

· Contribute to the development of the annual Complex Plan

People
· Manage staff according to LAS policy and best practice to ensure that professional standards, including clinical practice, conduct, attendance and compliance with the dress code, are maintained.  Initiate appropriate action in accordance with trust policy when necessary

· Take an active role in the development of the complex management team

· Agree Personal Development and Review Plans with those staff assigned to you for this purpose

· Work closely with Team Leaders and Complex Based Trainers to identify team and individual strengths and training and development needs, including clinical qualification requirements and local training needs
· Act as managerial support and deal effectively with staff welfare issues

· Ensure that a positive attitude and commitment to the importance and value of diversity is demonstrated throughout the Complex
· Take responsibility for own Personal Development Review, and engage in formal and informal learning events that underpin the demands of the role including operational /clinical shifts
Health, Safety and Risk Management
· Ensure that staff operate in a safe working environment and that LAS responsibilities regarding Health & Safety legislation are fulfilled

· Resolve problems relating to Health & Safety issues as quickly as possible

Communications

· Develop and maintain channels for effective two-way communication within the operational structure.  Ensure that all staff are aware of and understand the policies and procedures of the trust and are kept up to date with service developments

· Actively promote staff involvement in the decision making process of the Complex

· Take a proactive role in the local consultative process

· Develop and maintain internal and external networks to promote the LAS.  When required represent the trust in public arenas and promote its image as a professional progressive service

· Attend/chair internal and external meetings and ensure that information presented is accurate and comprehensively prepared.  Information received should be recorded and shared with colleagues and staff as appropriate

· Develop and maintain good working relationships with other emergency services, NHS Trusts and public sector agencies

· Ensure positive news involving staff is published within the Service and local community.

KEY RELATIONSHIPS
Ambulance Operations Managers, Assistant Director of Operations, Performance Improvement Manager, other Duty Station Officers, Sector Training Officers, Team Leaders, HR Advisor, EOC, Resource Centre, Support Services Officers, Investigation Officers, Emergency Planning Unit, Safety & Risk Department
KEY RESULT AREAS AND PERFORMANCE MEASURES
· Active contribution to building a high performing management team

· Complex plan objectives achieved

· Complex A&E performance targets achieved 
· Complaints dealt with effectively and within required timescales.
· Improvement in hours of management cover available on Complex to include particular emphasis on satellite stations 

· Improved management of all operational resources, including hours produced, vehicles and equipment

· Demonstration of positive problem solving and leadership for operational staff

· Effective management of serious and major incidents, events and operations
· Effective and appropriate ambulance cover provided at stadia and other events

· Maintain responsibility for, and update on an annual basis, own Personal Development Plan, attending training courses, seminars, meetings or other events as agreed with line manager
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