
LONDON AMBULANCE SERVICE NHS TRUST

JOB DESCRIPTION

JOB TITLE:



PTS Operations Manager
ACCOUNTABLE TO:


TOC Manager

GRADE/SALARY:


Band 5 
LOCATION:
New Malden or Becontree TOCs & Designated Operational Area (on a rotating basis)
Main Purpose of Role
The post holder will provide daily supervision to operational staff within the Transport Operations Centre and will oversee the efficient and effective deployment of PTS resources to ensure that patients arrive on time, and in safety for their non-emergency appointments.
They will monitor & organise daily workflows; ensuring that control staff have produced a suitable work plan and that Ambulance crews adhere to and complete it in a timely fashion.  Where difficulties occur they will use initiative to implement courses of action to ensure that the needs of patients are met.  This will normally be through the redirection of resources across a wide geographical area.  Where problems persist or are outside their normal range of experience, support and advice will be sought from the TOC Manager.

Liaising with control, they will ensure that manning levels are maintained on a daily basis to provide adequate cover at all times during TOC operational hours.

They will demonstrate care and understanding of patients needs by ensuring that Ambulance Personnel and Co-Ordinators have necessary and appropriate skills and equipment on a daily basis to transport patients. Where applicable they may be called upon to provide medical assistance or assess and monitor patients’ physical wellbeing, in line with PTS training provided by the LAS.

They will work in partnership with other NHS professionals and stakeholders who have an interest in the LAS and provide advice and assistance with due respect and courtesy. They will demonstrate an understanding of the differing needs of different users and stakeholders of PTS, educating and influencing them on the best use of our services. 

They will manage staff within their operational area and ensure all appropriate LAS policies and procedures are followed.  They will complete all necessary returns either directly onto the appropriate system or via their TOC administrator.
Working with fleet, purchasing, IM&T and other support colleagues; operational managers will supervise routine maintenance and/or replacement of vehicles, IM&T and broken equipment to ensure optimum continuity of service.
They will provide a daily report to the TOC Manager, ensuring that they are kept informed of operational performance and issues as they occur, and will provide information on potential improvement or efficiencies.
They will provide line management for any direct report operational staff, including the implementation of LAS policies and procedures relating to attendance or behaviour where necessary. They will ensure that an effective method of two way communication is maintained with these staff at all times.
They will ensure the provision of adequate resources to match the requirements of all operational PTS staff and vehicles.

Post holders will present themselves for duty in accordance with the LAS dress code and in the uniform provided at all times whilst on duty.  They will ensure that they are properly equipped at the start of each duty period.

A high degree of flexibility is essential to enable rotation between the TOC environment and the operational area for PTS activity under the remit of the TOC. It may be necessary for the postholder to move from one environment to the other at short notice to provide cover as required.
They will at all times promote and uphold the “Vision and Values” of the service and be focussed on delivering the highest quality patient care, improving the working lives of all staff.  
In the case of a major incident, they will attend and act in a designated role as defined by the PTS On-Call Manager and as outlined in the PTS Major Incident Plan. 

Main Tasks and Responsibilities
Planning & Organisation

Operational managers will ensure that maximum efficiency is achieved in the delivery of day to day services.  They will plan ahead and organise resources on a daily basis, ensuring that the right resources are in place to deliver agreed level of service and quality standards to the customer. In the event of short term losses of crew or vehicles, they will work with control staff within the TOC to re-plan work using resources from across the geographical area or in partnership with the other TOC.  
Working closely with the Customer Relations Managers they will implement major changes in service provision, co-ordinating the working arrangements of PTS staff accordingly.
They will plan ahead to ensure that all routine maintenance is carried out on vehicles and will arrange with fleet to ensure that utilisation of the PTS fleet is maximised and downtime is minimised.
Teamwork

The managerial nature of the role requires the post holder to look ahead and identify operational difficulties which may arise, agreeing with their team practical steps to ensure that targets will be met.  This will require them to recognise where daily priorities change and co-ordinate a response with other team members.

As part of the team they will:

· Encourage co-operation between crews and co-ordinators to achieve the most effective operation;

· Help all PTS staff to understand their roles and how their contribution impacts on the team;

· Be prepared to play an active part in the team; making suggestions on how to improve the operation; encouraging others in the team to do the same

· Monitor day to day effectiveness of the team; knowing when to provide assistance or when to seek advice from their line manager, peers or other team members;

· Act quickly to deal with any staff related issues which prevent effective teamworking; advising line manager where the matter may invoke the LAS capability or disciplinary procedures;

· Showing an interest in and consideration for others as individuals; where necessary advising of policy and procedure, and/or facilitating contact with support functions within the LAS such as EAP advisors, LINC Workers, Welfare, HR etc

· Is open and even-handed in dealings with all others; 

· Knows when to seek assistance and advice from line manager via face to face, telephone or electronic communications
Information Process Standards Management

The post holder will undertake the following duties for their operational area including:

· Mileage returns for vehicles;

· Ensuring that all relevant paperwork such as PTS1s, LA52s, LA76s, LA400s etc. are completed and returned by PTS staff, in the appropriate format and within set timescales;
· VDI inspection monitoring and reporting to TOC;

· Continuous audit of PTS vehicles and equipment to maintain quality standards;

· Ensuring all paperwork relating to maintenance and/or replacement of equipment and supplies is forwarded to the TOC;

· Investigate and ensure the completion of necessary paperwork in relation to vehicle accidents;

· Ensure that routine vehicle maintenance is carried out and that vehicles are off the road for the minimum amount of time;
· Sickness absence monitoring and reporting to TOC;

· Overtime monitoring and reporting to TOC;

· Annual leave monitoring and reporting to TOC;
· Transfer of hours reports to TOC;
· Ensuring that sign-on sheets are accurately completed;

· Undertake return to work interviews for operational staff within their operational area;

· Ensure that requests for uniform, equipment or training are forwarded to the TOC administrator for action;
· Enforce the service uniform policy where necessary;

· Maintain and update individuals PDPs and training records;
· Complaint investigation and reporting in accordance with the service complaints policy and agreed deadlines;

· Ensure that accurate manning information is made available to the cluster planners in advance of initiation of the daily plan

This is not an exhaustive list and is liable to change in line with developments in policy and procedure adopted by the LAS.

In addition they may be required, on occasion, to complete other reports or returns by their line manager or other LAS manager.
Health and Safety

The post holder would be required to discharge responsibilities as laid down in the LAS Policy for Health and Safety Organisation. In particular all employees must;

· Take care of their own Health and Safety and that of any other person who may be affected by their acts or omissions.

· Comply with the safe systems of work and the Health and Safety information, instruction, training and supervision provided by the LAS NHS Trust.

· Attend Health and Safety training sessions. 

· Use, as required, all personal protective clothing, specified safe systems of work equipment, etc. provided by the employer.

· Report and record any unsafe practices, or workplace hazards. Ensure all incidents are promptly recorded in accordance with the Service’s accident/incident policy.

· Promote and encourage health and safe working within the Trust.

· Carry out regular health & safety site inspections and provide reports as required.

Training and Development

The post holder would be required to take responsibility for his/her own Personal Development Review (PDR) and engage in appropriate learning and development interventions and opportunities that underpin the demands of the role, internally and externally.

All staff within PTS management grades will receive training in:

· People management;

· Problem solving;

· Financial awareness/management;
· Information/data management; and

· Performance and quality improvement processes. 
This list is not exhaustive and the nature of the initial training may change from time to time to reflect improvements in patient care or changes required to meet the changing demands of the job role.

In addition PTS Operational managers will receive training in keeping with both operational and control functions.
It is the responsibility of the post holder to ensure that they engage in all publicised regular clinical refresher training as part of their Continuing Professional Development (CPD).  This will include training in new equipment or initiatives deemed necessary by the London Ambulance Service, and also training for cluster planner and co-ordinator roles.  The majority of training included as part of the CPD will be mandatory and the post holder will be required to demonstrate that they continue meet the clinical standards required for the job. 

Ad-Hoc

Operational

 When necessary assist crews with the transportation of patients. This may include carrying/lifting of patients (some of whom may be heavy,) or manoeuvring of wheelchairs/carry chairs around hazards or in constricted environments.
Undertake situational risk assessments re: manual handling and movement of patients or equipment where appropriate.
General

The post holder would be required to carry out other duties commensurate with the post and the skills/competencies of the post holder as required.

These will be in accordance with all London Ambulance Service policies and procedures which can be found on the Service’s Intranet site or can be accessed through the post holders’ line managers.

Relationships

1.
Internal

All PTS managers, other PTS Operational Managers, Ambulance Personnel, Control Staff, Drivers, A&E staff and managers.

2.
External

Patients, Patient Carers and all other members of the public who come into contact with the Service.  Transport Manager and all other hospital staff, other individuals who either work or have an association with the NHS.

Key Results Areas and Performance Measures

Patient Care

Productivity

Timeliness (patient transport performance, start and end times for driving duties)

Complaints

Discipline

Absence

PTS KPI’s – Arrival times/Departure/Time on vehicle/Sickness
Date last revised:   August 2009
LONDON AMBULANCE SERVICE NHS TRUST

PERSON SPECIFICATION

JOB TITLE:
PTS Operational Manager
LOCATION:
Various

Listed below are the key requirements needed to perform this job.  Candidates will be assessed against these criteria.

	Criteria
	E/D*
	Assessment Stage

	QUALIFICATIONS


	
	

	BTEC/HNC level qualification in management/supervision or equivalent level of experience.

	E
	application/assessment

	Full British driving licence no more than three penalty points no previous convictions for driving under the influence of alcohol.

	E
	application/driving test

	SKILLS AND ABILITIES


	
	

	Good interpersonal skills

	E
	interview

	Ability to manage small teams

	E
	application/interview

	Ability to work with a range of people at all levels in the organisation.

	E
	application/interview

	Evident problem solving skills, demonstrating an understanding between long term and pragmatic short term solutions.

	E
	application/assessment

interview

	Good written and verbal communication skills
	E
	application/assessment

interview


	Evidence of Continuing Professional Development

	E
	application/interview

	IT literate

	E
	application

	Evidence of resource planning

	E
	application/interview

	Evidence of resource planning

	E
	application/interview

	EXPERIENCE & KNOWLEDGE


	
	

	Knowledge of general contractual obligations and tendering process


	D
	interview

	Knowledge of LAS operational and administrative procedures

	E
	interview

	Knowledge of NHS

	D
	interview

	Experience of using planning software (Meridian)

	D
	interview

	PHYSICAL QUALITIES


	
	

	Good level of physical fitness

	E
	application/medical

	Good eyesight

	E
	medical

	MOTIVATION AND COMMITMENT


	
	

	Stable work record


	D
	application/references

	Good attendance and timekeeping record


	E
	application/interview

references


	Proven interest in care work


	D
	application

	Demonstration of continuous improvement

 
	D
	interview

	OTHER


	
	

	No serious criminal convictions *


	E
	application/interview

references



* E = Essential Criteria; D = Desirable Criteria
* Minor convictions, especially those which occurred some time ago, may be considered on an individual basis.  Any conviction involving theft, violence or drink driving convictions will not be acceptable.
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