LONDON AMBULANCE SERVICE NHS TRUST

JOB DESCRIPTION

JOB TITLE
Conference, Induction and Awards Manager
LOCATION
Waterloo area

REPORTING TO 
Head of Communications

HOURS
37 ½ hours per week

GRADE 
Band 6
SALARY
£24,831 – £33,436 plus 20 per cent high cost area supplement (£6,080 maximum)
BACKGROUND/JOB SUMMARY
The London Ambulance Service (LAS) places great importance on strengthening lines of communication with its many audiences, particularly its staff who are central to the delivery of the care we provide to patients.
The Communications Department provides specialist support and advice to the Trust Board, Chief Executive and all staff on all media, public relations and other fields of communication, both internal and external.  

The Department is also responsible for press and media relations; management of the corporate identity; sponsorship; design and production of all online communication; crisis and issue management; filming; public education; assisting the Services contribution to public events; organising conferences for staff and the public; inducting new staff into the Service; and recognising and rewarding staff for their service.

The Conference, Induction and Awards Manager manages a small team that is responsible for ensuring information is shared in an appropriate way across the Service, through staff conferences and induction sessions.  The conferences and inductions develop the skills and knowledge of staff across the Service to enable them to effectively carry out their role.
The Manager is also responsible for implementing and monitoring staff recognition across the Service. This includes managing schemes that recognise long service and good conduct, as well as staff actions that of beyond the call of duty.  This programme of activity plays a key role in supporting staff morale.

Other responsibilities include managing the team’s budget, managing and developing members of the team, dealing with letters of thanks from members of the public, evaluating events, advising staff across the service on organising events, liaising with internal and external clients, managing visits from UK and overseas visitors, advising on service funeral policy and managing the ceremonial unit.
MAIN TASKS AND RESPONSIBILITIES

STAFF

· Manage two members of staff

· Manage staff in accordance with Trust policies and procedures

· Ensure staff have a personal development plan that is reviewed regularly

· Develop staff within their role
· Ensure staff have clear objectives to fulfil their role

· Contribute to the Communication team’s strategic planning
· Support other colleagues within the department, as and when necessary
· Support colleagues from across the Service, as and when necessary
BUDGET

· Manage a budget of approximately £300,000 per annum

· Manage the budget setting process for the team – negotiating/agreeing budget for financial year

· Ensure appropriate use of procurement card

· Monitor budget and take remedial action when necessary

· Manage staff costs

· Manage stationery,  materials and resources
· Stock control

· Select suppliers for events, such as venues, catering, etc
· Select and order staff recognition gifts etc

· Negotiate prices/discounts with suppliers

· Order good for various events, as and when necessary

COMMUNICATION

· Establish effective internal communication with managers and staff throughout the organisation, including:

· Verbal: telephone; face to face; to individuals; to groups of people (up to 150)

· Written: e-mail, letter, memorandum, intranet; reports

· Other: use British Sign Language Interpreters for some patients/delegates at some events

· Maintain/develop effective working relationships with other NHS colleagues, external conference facility providers, and other organisations as appropriate.
CONFERENCES
Background

The team organises more than ten high quality conferences each year (attended by up to 180 managers/staff) which require specialist knowledge and expertise (ie setting up audio-visual equipment, etc).  The conferences are designed to meet the needs of managers and staff, ensuring they are up-to-date on all that is happening and giving them the opportunity to meet with other managers and staff in the Service to discuss issues and share initiatives.  These conferences can also include external delegates & speakers, patients – some with disabilities.
· Establish and maintain an annual programme of conferences at both local and national level – up to 18 months in advance
· Ensure suitable conference venues are identified and liaise with the facility providers to ensure the organisation’s requirements are met fully
· Ensure all necessary conference information is distributed to attendees in a timely manner and that any special catering and other requirements of delegates are met
· Identify suitable speakers for conferences and liaise with them to ensure that their needs and those of the organisation are fully met (may involve negotiating expenses etc).
· Work to agreed budgets and ensure that the organisation achieves best value for money.
· Establish and maintain a regular monitoring process for all events.  This will include evaluation and feedback, payment of invoices, and all necessary follow-up actions.
· Attend/manage the conferences.
· Ensure the availability of appropriate audio-visual equipment, ensure it is in good working order and provide any necessary technical support on-site (and occasionally using the media resources team to assist).
· Maintain records of attendance / non-attendance and update non-attendees on what took place
· Give advice to other staff on information relating to conferences, audio-visual equipment, PowerPoint, presentations, administration, etc.

CORPORATE INDUCTION PROGRAMME

Background

The team manages the corporate induction programme, ensuring that all new members of staff attend the two-day course.  The course is designed to give all staff a background and general information about the Service in their first few weeks with the Service, to enable them to understand the Vision, Values, Culture and workings of the Service.

· Work with the Education Resource Centre and Recruitment to establish an annual corporate induction programme – up to 18 months in advance
· Ensure suitable venues are identified and liaise with the facility providers to ensure the organisation’s requirements are fully met.
· Ensure all attendees are notified of the course they are to attend in a timely manner, and that they receive the appropriate documentation.
· Ensure the availability of all those contributing to the programme and ensure that suitable reserves or replacements are available should this be necessary.
· Step in to lead a session for a speaker in unforeseen circumstances (ie, illness, bad traffic or last minute meeting or emergency)

· Ensure the availability of appropriate audio-visual equipment, ensure it is in good working order and provide any necessary technical support on-site.
· Ensure evaluation of induction courses takes place and any remedial action taken.
· Continuously review the programme and amend the contents when necessary.
· Maintain records of those that have attended the courses.
· Update the intranet as and when changes occur
STAFF RECOGNITION
Background

The team manages various aspects with regards to staff recognition, including staff completing their operational training, attaining ‘milestone’ anniversaries, gaining the Queen’s Long Service and Good Conduct Medal for staff who meet the criteria (and the LAS Medallion for staff that do not meet the criteria), overseeing the Chief Ambulance Officer commendation process, seeking recognition of staff who have done something beyond the call of normal duty and recognising staff on their retirement. 

· Manage the Chief Ambulance Officer commendation process which aims to recognise the work of staff who have gone beyond the call of duty.
· Develop and manage a programme of passing out ceremonies for new operational recruits, including the advancement from technicians to paramedics and other operational personnel development achievements
· Manage the investiture of the Queens Long Service and Good Conduct Medal to qualifying personnel, including the maintenance of records
· Manage the distribution of Service medallions to personnel not entitled to the Queens Long Service and Good Conduct Medal, including the maintenance of records
· Develop and manage the system of recognising service milestones of 10, 15, 20, 25, 30, 35 and 40 years service, including liaison with various internal and external groups/venues and the maintenance of records
· Work as part of a small team (2 - 6 people) in the management and development of the Annual Awards Ceremony
· Brief managers on staff recognition
· Manage ceremonies to commemorate demonstrations of bravery, courage and other acts deemed beyond the call of normal duty, including the administration involved in selecting awards recipients and maintain service records and service policy throughout.
· Seek recognition on demonstration of bravery, courage and other acts deemed beyond the call of normal duty for external agencies, such as The Royal Humane Society, national newspapers, Ambulance Service Institute, Cabinet Office and other external agencies, including the administration involved in selecting awards recipients and maintain service records and service policy throughout.

VISITORS

Background

As the LAS is the largest free metropolitan ambulance service in the world, it gains a lot of attention across the world.  As such, many people, within the UK and abroad, want to see how the Service is managed.  It is the responsibility of the team to manage requests from people wishing to visit the Service, whether it is a ride out with an ambulance for a shift, a visit to the control room or an extended visit to see many aspects of the Service and meet staff.
· Manage visits from UK and overseas visitors (including other ambulance/health services, governments and educational institutes).
· Prepare programmes for visitors and encourage participation of other staff (excluding clinical placements, which will be dealt with by practice learning managers).

· Liaise with the Business Development Unit with regards to paying visitors and guests.

OTHER RESPONSIBILITIES
LETTERS OF THANKS
Background
Members of the public often want to show their appreciation for what staff have done for them, and the correspondence is received and dealt with by the conference, induction and awards team.
· Receive correspondence

· Respond

· Research – details of crew/call

· Notify crew, the internal magazine editor, managers
· Update records

NAME BADGES

Background

Identity is important when working with unknown people. Name badges are an ideal way of being able to identify ambulance personnel.

· Order and distribute name badges to managers and relevant members of staff

· Ensure supplier is paid in a timely manner
FUNERALS

Background

The team has the responsibility of managing the Service funeral policy and assisting staff to arrange various aspects. 
· Assist staff in maintaining the Service funeral policy
· Organise the attendance of ceremonial unit, if required
· Organise the delivery of flower tributes on behalf of the Service
· Make service flag/funeral shrouds/coffin covers/armbands/etc available, if required

CEREMONIAL UNIT
Background

The team has the responsibility of managing the ceremonial unit and facilitating their attendance at various events. 

· Manage members of the ceremonial unit and arrange their attendance (and that of other Service staff) at Ceremonial Events

· Maintain a record of ceremonial unit members
· Ensure each member has a signed service level agreement
· Ensure the members of the ceremonial unit have the correct uniform
· Organise/negotiate their availability at various events, (ie, Service funerals, long service events, passing out ceremonies, public events, etc)

FLORAL TRIBUTES

Background

As an emergency service, the Service sends floral tributes to commemorate events, such as Remembrance Day and the 7 July bombings.

· Order flowers/wreaths

· Arrange for delivery to relevant department/location

· Arrange for relevant staff members represent the Service when delivering tributes
HEALTH AND SAFETY
Background

It is the responsibility of every member of staff to adhere to the Policy and Procedures regarding Health & Safety.  The conference, induction and awards team has an important role, because it frequently uses external venues, so it is important for the Department to ensure that the venues being used are appropriate and also adhere to H&S procedures.

· Ensure that the LAS and its staff meet its statutory health and safety duties with regard to the provision of conference/event facilities
· Complete risk assessments when required.
· Safely moving equipment to venues/events.
PERSONAL DEVELOPMENT
Background

The personal development of all staff is very important to the Service.  The conference, induction and awards team also ensures that all staff are well trained and motivated in their role.

· Assume personal responsibility for continuing professional development
· Agree a personal development plan and seek opportunities for self improvement wherever possible.
KEY RELATIONSHIPS

Internal
Chief Executive, Head  of Communications, Director of Human Resources and Organisational Development, other Directors, Assistant Director of Operations,  Ambulance Operations Managers, Duty Station Officers, Team Leaders, HR Officers, Diversity Team, Training Schools and Officers, Patient Advice & Liaison Service Team, Community Resuscitation Training Team, Resource Centres, Business Development Unit, Personal Assistants to SMG members, Station Administration, Communications Team, Staff Support Advisor, new members of staff.

External
Other Emergency Services (Metropolitan Police Service, British Transport Police, London Fire Brigade, other ambulance services – UK and abroad), Ambulance Service Network, Ambulance Service Institute, LAS Retirement Association, External Suppliers, External Venues, Award Agencies, City Hall, House of Commons, Foreign & Commonwealth Office, Royal British Legion, national & international visitors, members of the public.
KEY RESULT AREAS AND PERFORMANCE MEASURES

· Manage staff

· Manage the Departmental Budget

· Organise timely, well organised conferences which are well attended, have credibility with staff and have positive feedback

· Co-ordinate induction programmes which are well attended and have credibility with new staff and have positive feedback
· Manage the Staff recognition processes, ensuring all staff are recognised appropriately
· Manage the Chief Ambulance Officer commendation process
· Build a reputation for excellent customer service.

· Coordinate visitor requests and ensure suitable programmes/ride-outs are organised
· Deal with letters of thanks, on behalf of the Service

· Ensure relevant staff have name badge(s)

· Oversee the funeral policy and assist when necessary
· Oversee the ceremonial unit and coordinate their attendance at events
· Adhere to health and safety policies and procedures
· Achieve personal objectives
· Build high-quality relationships with external customers/venues.

 LONDON AMBULANCE SERVICE NHS TRUST

PERSON SPECIFICATION

JOB TITLE
Conference, Induction and Awards Manager  
LOCATION
Waterloo Area
Listed below are the key requirements needed to perform this job.  Candidates will be assessed against these criteria.

EDUCATION AND EXPERIENCE

Essential

	
	Criteria

	· Educated to degree level in business administration, or other relevant degree/experience, plus further experience and/or formal training
	A I

	· Experience of planning and managing events in a diverse organisation 
	A I T

	· Experience of presenting to audiences
	A I T

	· Experience of managing staff in a busy team
	A I

	· Experience of working with external agencies
	A I

	· Experience of using evaluation techniques



	A

	· Evidence of personal and career development

	A I


KNOWLEDGE, SKILLS & ABILITIES

Essential

	
	Criteria

	· Ability to work autonomously, with minimal supervision
	I

	· Highly developed organisational skills
	A I

	· Ability to identify, plan and prioritise own work 
	A I T

	· Ability to work to and achieve deadlines



	A I T

	· Ability to manage a project from start to successful completion
	A I T

	· Ability to develop, implement and maintain effective administrative and reporting procedures
	A I

	· Ability to use audio-visual equipment




	A I

	· Ability to carry equipment to various locations, which requires occasional heavy lifting
	A I

	· Ability to solve problems






	A I T

	· Ability to maintain a professional image




	A I

	· Self confidence and personal drive





	A I

	· Receptive to new ideas
	A I

	· Ability to remain calm under pressure




	A I

	· Ability to work as a team player





	A I

	· Ability and willingness to carry out routine tasks



	A I

	· Possess a current Driving Licence





	A

	· Ability to demonstrate computer literacy and keyboard skills – Microsoft Office
	

	· PowerPoint - presentation preparation and delivery via data projection. 
	T

	· Word – extended word processing skills
	A I

	· Excel – general knowledge and data manipulation
	A I

	· Publisher – preparing leaflets for Induction, etc
	A I

	· Access – general knowledge and data manipulation
	A I


Desirable
	
	Criteria

	· Knowledge of financial transactions and monitoring procedures
	A I

	· Knowledge of military and decorative protocols



	A I

	· Good geographical knowledge of London
	A I


COMMUNICATION & RELATIONSHIP SKILLS

Essential

	
	Criteria

	· Excellent interpersonal skills, with the ability to motivate staff, negotiate discounts on venues, and persuade staff to assist the department
	A I

	· Excellent written communication skills e.g. letters, memos, faxes, emails reports, itineraries, programmes
	A T

	· Ability to maintain confidentiality
	A I

	· Ability to use and understand a wide range of information


	A I T

	· Ability to network, establish and maintain relationships


	A I

	· Ability to communicate effectively with a range of audiences


	A I

	· Ability to communicate in a range of styles using empathy, diplomacy and understanding people’s different perspectives

	A I

	· Ability to communicate with disabled people, including those with limited or no vision/hearing


	A I


OTHER REQUIREMENTS
	
	Criteria

	· Committed to delivering a customer focused service
	A I

	· Understanding of and demonstrable commitment to equal opportunities as an employee and as a provider of service to the public
	A I

	· Reliable employment record and low level of absence due to sickness in the last two years
	A
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