
BELFAST HSC TRUST 

JOB DESCRIPTION 
 
Post:   Data Analyst 
 
Band:  8a 
 
Location:  Belfast Health and Social Care Trust – Unscheduled and Acute 

Care Directorate  
 
Responsible:  Director of Unscheduled and Acute Care  
 
Reports to: Planning and Performance Manager – Unscheduled and Acute 

care  
 
JOB SUMMARY 
 
Belfast Trust’s first priority is to be one of the safest, most effective and 
compassionate health and social care organisations and it aims to be in the 
top 20% of high performing Trusts by 2020.  
 
Having established Collective Leadership arrangements within the 
Unscheduled and Acute Directorate, there are multi-disciplinary leadership 
teams in place.  
 
This role is key in supporting these Clinical and Management Teams to 
deliver on their business objectives and this new post will strengthen and 
support the teams in their challenging roles. 

The postholder will be responsible for conducting full analysis from 
requirements gathering, to activities, to design and to interpretation and 
presentation of results.  

They will be required to gather data which can be turned into useful business 
insights and will then in turn will be used to optimise and improve the 
performance and decision making within the specified area.   

As Data Analyst, they will deploy and develop their analysis and reporting 
capabilities, alongside performance monitoring and developing quality control 
plans.  

 

Main Duties/Responsibilities 

 

Setting Direction  
 
  

 Responsible in support of the Directorate’s management team for the 
development and implementation of an information strategy with 



particular reference to the production of information and the 
development of business intelligence and analytics.  This will involve 
the following actions: 
 

o Analysing all business data to identify trends or patterns in 

complex datasets 

o Interpretation of  data in order to provide forecasts and insights 

to drive key business decisions  

o Work closely with the senior management team to prioritise 

business and information needs within the Directorate 

o Development and implementation of databases, data collection 

systems and other strategies to optimise and encourage 

statistical efficiency and quality 

o Actively work with others on process and quality improvement 

opportunities   

o Maintenance and development of databases and data systems 

using data from primary and/or secondary data sources 

 

 The post holder will be a key member of the Directorate management 
team contributing to the assurance that the services provided are 
responsive and of the highest quality. 
 

 To produce high quality complex data analysis for use within the 
Directorate in order to provide insight and meaningful operational and 
performance information. 
 

 To lead on specific significant information analysis projects across the 
Trust involving a range of data sources. 
 

 To closely support and interface with the introduction of new business 
intelligence technology including dashboards and provide expert advice 
on use and development of analytical knowledge 
 
Service Delivery and Development 
 

 To design, manage, develop and query complex relational databases 
across a range of data sources and to organise warehousing of 
associated data. This will involve a developing sequel environment with 
associated data models/schema. 
 

 To develop functionality of existing analytic technologies including 
business objects for complex routine and ad-hoc reporting. This will 
include the structured development of specific skill sets. 
 

 Organise the close liaison and co-ordination of tasks and issues with 
ICT colleagues to ensure robust operational management and security 
of existing and developing information systems. 
 



 To lead the development of specific effective and efficient information 
flows and the exploitation of all existing data sources and to manage 
the development of data collection and analysis systems in new areas 
in order to improve the availability of information in relation to emerging 
agendas  
 

 Develop informatics skill sets to meet the changing and complex 
analytical needs of the service and others. This will include advanced 
analytics, presentational methods and statistical methods including 
SPSS, R and SPC etc. 
 

 To provide direct liaison support for services and to develop informatics 
skill sets. 

 To work in partnership with external agencies as appropriate and 
contribute to the establishment of management structures and 
arrangements in order to support a culture of effective team working, 
staff recognition, continuous improvement and innovation. 
 

 Lead by example in practicing the highest standards of conduct in 
accordance with the code of conduct for HSC managers. 
 

 To take responsibility for his/her own performance and take action to 

address identified personal development areas. 

 This job description is subject to review in the light of changing 
circumstances and is not intended to be rigid and inflexible but should 
be regarded as providing guidelines within which the post holder 
works.  Other duties of a similar nature and appropriate to the grade 
may be assigned from time to time by their manager. 
 

 
 
Collaborative Working 
 
• Work closely with Divisional and teams across corporate functions on 

all aspects of information production and development and to drive 
improvement in information use. 

 
• Ensure information systems and services support the development of 

clinical and service networks 
 
• Represent the Trust in collaborative working groups involving DoH, 

HSC Trusts and other stakeholders as required 
  
 
 
 
 



Quality 
 
• To collaborate with the Information Services Manager (Governance) in 

order to ensure that robust standards and systems of governance exist 
for the Unscheduled and Acute Care Directorate. 

  
• To collaborate with the Trust’s Information Services Manager to ensure 

information strategies and objectives take cognisance of national and 
regional data standards and guidelines. 

 
• Participate fully in Trust wide quality initiatives particularly that require 

information support 
 
 
Other General Responsibilities 
  
Employees will be required to promote and support the mission and vision of 
the service for which they are responsible and:  

 At all times provide a caring service and to treat those with whom they 
come into contact in a courteous and respectful manner.  

 Demonstrate their commitment by their regular attendance and the 
efficient completion of all tasks allocated to them.  

 Comply with the No Smoking Policy.  

 Carry out their duties and responsibilities in compliance with health and 
safety policy and statutory regulations.  

 Adhere to equal opportunities policy throughout the course of their 
employment.  

 Ensure the ongoing confidence of the public in service provision.  

 comply with the HCS code of conduct. 

This list of responsibilities is intended to be illustrative. It should not be taken 
as exhaustive and will be subject to change as the organisation develops. 
 
 
 
Personnel Specification  
  
Knowledge, skills and experience required: 
  
Applicants must provide evidence by the closing date for application that 
have: 
  



 a university degree or relevant professional qualification and worked for 
at least 3 years in the last 5 years in a middle management role in 
Management Information Services or Information Systems 

  
OR 
  

 worked for at 5 years in the last 8 years in a middle management role 
in Management Information Services or Information Systems 

AND provide substantial evidence of: 
 

 Experience in the production of high quality management information 
and analysis reports 
 

 Ability to use a wide range of statistical analysis techniques to convert 
data into useable managerial intelligence  
 

 Experience of presenting high quality information, analysis and advice 
to senior management in order to achieve successful outcomes 
 

 Working with a diverse range of stakeholders, both internal and 
external to the organisation, to achieve successful outcomes 
 

 Excellent communication skills, both orally and in writing. 

  

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 



PERSONNEL SPECIFICATION 
 

JOB TITLE AND BAND: Data Analyst  
                                       Band 8a  
 

DEPARTMENT / DIRECTORATE  
 
 

Notes to applicants:  

1. You must clearly demonstrate on your application form under each question, how 
you meet the required criteria as failure to do so may result in you not being 
shortlisted. You should clearly demonstrate this for both the essential and desirable 
criteria. 

2. Shortlisting will be carried out on the basis of the essential criteria set out in Section 
1 below, using the information provided by you on your application form.  Please 
note the Trust reserves the right to use any desirable criteria outlined in Section 3 at 
shortlisting.  You must clearly demonstrate on your application form how you meet 
the desirable criteria. 

3. Proof of qualifications and/or professional registration will be required if an offer of 
employment is made – if you are unable to provide this, the offer may be withdrawn. 

 

ESSENTIAL CRITERIA 
 

SECTION 1: The following are ESSENTIAL criteria which will initially be 
measured at shortlisting stage although may also be further explored during the 
interview/selection stage.  You should therefore make it clear on your application 
form whether or not you meet these criteria. Failure to do so may result in you 
not being shortlisted. The stage in the process when the criteria will be 
measured is stated below. 

Factor Criteria 

Ideally no more than 6-8 criteria in this section 

Method of 
Assessment 

Qualifications/ 

Experience/ 

Other  

 

Have a relevant degree or professional 
qualification and have worked in a senior 
data analyst role for at least 3 out of the 
past 5 years. 
 
OR  
 
Have worked for at least 4 out of the last 5 
years in a senior data analyst role  
 

 
 
 
 
 
 
 

Shortlisting by 
Application Form 



SECTION 2: The following are ESSENTIAL criteria which will be measured 
during the shortlisting stage : 

Skills / 
Abilities/ 

Knowledge 

 Experience in the production of 
high quality management 
information and analysis reports 
 

 Ability to use a wide range of 
statistical analysis techniques to 
convert data into useable 
managerial intelligence  
 

 Experience of presenting high 
quality information, analysis and 
advice to senior management in 
order to achieve successful 
outcomes 
 

 Working with a diverse range of 
stakeholders, both internal and 
external to the organisation, to 
achieve successful outcomes 
 

 Excellent communication skills, 
both orally and in writing. 

 
 Current driving licence and access 

to a car.  This criterion will be 
waived in the case of an applicant 
whose disability prohibits driving 
but who is able to organise suitable 
alternative arrangements 

 

Shortlisting 
stage  

Knowledge Incorporated in Section 2 
Skills/Abilities/Knowledge 
 

 

Interview / Test 

 

DESIRABLE CRITERIA 
 

SECTION 3: these will ONLY be used where it is necessary to introduce additional job 
related criteria to ensure files are manageable. You should therefore make it clear on 
your application form how you meet these criteria. Failure to do so may result in you not 
being shortlisted 

Factor Criteria Method of 
Assessment 

Experience  

 

 Shortlisting by 
Application Form 



Qualifications 

 

 Shortlisting by 
Application Form 

 

 
VALUE BASED RECRUITMENT 
 
* Values Based Recruitment is a process adopted by the Belfast Trust 
to attract and select employees on the basis that their individual values 
and behaviours align with those of the Trust and incorporating the 
Healthcare Leadership Model. 
 
It focuses on the ‘how’ and ‘why’ people do what they do. 
 
Candidates who are short-listed for interview will need to demonstrate 
at interview that they have the required knowledge, skills, competencies 
and values to be effective in this new role. 
 
In answering the value based questions you have the opportunity to 
share examples of when you have demonstrated values relevant to the 
Belfast Trust. 
 

 Middle management is defined as AFC Band 6 equivalent or 
above 
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JOB DESCRIPTION 

 

POST:  encompass Business Change Manager  
 

LOCATION:  Pine Lodge 
 

BAND:  Band 8A 
 

REPORTS TO:  Trust Programme Manager  
 

RESPONSIBLE TO:  Director of PPI  
 
 
 
 
BACKGROUND 
 

HSC NI has developed and procured many different solutions to provide digital 
services to our health and social care professionals. Many of these systems, such as 
the Patient Administration System (PAS), are old, no longer fit-for-purpose in modern 
healthcare organisations and no longer being supported by the supplier. There is a 
need to urgently replace these systems. 
  
These health and care systems exist in unconnected care silos and some processes 
are still performed manually, such as Prescribing, care noting and service & diagnostic 
ordering. The Northern Ireland Electronic Care Record (NIECR) successfully created 
a view of myriad silo systems which began the transformation journey. However, the 
underlying, disconnected systems are persisted - making the development of holistic, 
multidisciplinary, regional health and care solutions very difficult.   
 
The number one priority for health and care leaders globally is to reduce unwarranted 
care variation. encompass is a HSC NI wide transformation Programme which seeks 
to best position HSC NI to capitalise on digitally enabled whole system approach to 
the delivery of safer, informed care.   
 
The Programme is a key part of the HSC NI modernisation and reform agenda, and is 
agreed as an essential enabler and driver of broader reform objectives through to 2025 
and beyond. 
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JOB SUMMARY: 
 
The Business Change Manager will take lead responsibility for the delivery of the 
business change processes and outcomes of an exciting, complex key eHealth and 
Care Programme within the HSC Trust.  
 
The Business Change Manager is accountable to the encompass Trust Programme 
Manager for working in a professional manner and in accordance with the 
Programme’s defined methods, governance and reporting. 
 
They will be responsible for engaging with related projects within encompass and other 
eHealth and Care Programmes as well as a wide range of stakeholders both in HSCNI 
and non-HSCNI organisations. 
 
The post holder will be responsible for leading the engagement with, and mobilisation 
of, the Trust communities and in particular, clinical staff and service users, to identify 
and plan for the changes in business processes to successfully deliver Programme 
benefits.   
 
They will be responsible for supporting the regional encompass Training Strategy 
across the  organisation and planning all associated training interventions required to 
successfully deliver and embed the encompass solution. 
 
The postholder may be required to move to work in other areas in the Trust following 
completion of development and implementation of encompass.  
 

KEY RESULT AREAS 

 

Service Delivery 

 

1. Ensure the successful delivery of complex projects within encompass to time, 
specification and budget, whilst working collaboratively with other HSC Trusts and 
the regional Programme.  

 
2. Lead and support multi-disciplinary project teams including clinicians, nursing staff, 

clerical and other professional staff across acute and community services to lead 
the change and reform which encompass brings.  

 
3. Establish and develop relationships and facilitate the coordination of the activities of 

Trust Operational Readiness Owners, listed below: 
 

 communication in and out of each department 

 staff members in their departments attend training 

 participation in applicable project milestones, such as Dress Rehearsals 

 needs and successes of their department monitored during and after go-live 

 monitoring of system adoption and usage after go-live 
 
Quality 
 
4. Proactively work with the regional Business Change Manager and local service 

directorates to ensure corporate coordination of system testing, training and 
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implementation within the Trust. 
 
5. To monitor, analyse and evaluate new ways of working to ensure maximisation of 

staffing resources. 
 
6. Work collaboratively with internal and external stakeholders to ensure the interests 

of the local and regional encompass Programme Boards are met. 
 
7. The postholder will be responsible for the gathering of information to evidence and 

document functional and user requirements by facilitating and leading workshops 
and sub-groups.  These will be held with users and stakeholders at both Trust and 
regional level working closely with the regional Business Change Manager and 
Trust Programme Manager. 

 
Performance & Accountability 
 
8. Work with the regional Business Change Manager and Trust Programme Manager 

to achieve measured improvements in business operations by: 
 

 establishing robust mechanisms to identify and facilitate the provision of Trust 
data to define the current baseline position  

 establishing and implementing the mechanisms by which benefits can be 
realised and measured 

 Leading the activities associated with benefits realisation and ensuring that 
continued accrual of benefits can be achieved and measured after the 
programme has been implemented and into the optimisation phase. 

 identifying, defining and tracking the benefits and outcomes required of the 
programme 

 
9. Ensuring that maximum improvements are made in existing and new business 

operations to successfully deliver the electronic health and care record into 
operational use: 

 
 taking the lead on transition management, ensuring that business stability is 

maintained during the transition to business as usual 
 preparing affected areas for transition to new ways of working 

 
10. Assisting with creation of progress or highlight reports to Programme Board and 

Senior Management Team meetings providing assurance on readiness to change, 
achievement of outcomes and realisation and optimisation of benefits.  

 
11. Working with staff to prioritise projects & dependencies by identifying those which 

will be of most benefit to the Trust in implementation and investment.   
 
12. The postholder will work closely with colleagues in IT, Information Systems, 

Training etc., to effectively co-ordinate and implement the one electronic health 
and care record.  

 
Governance 
 
13. Assisting with the development and maintenance of documents ensuring they are 

aligned to the Programme, to include a robust;  
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 Risk Management Strategy; 

 Communication Plan; 

 Data Privacy Impact Assessment; 

 Data Sharing Agreement.  
 
 
Communication 
 
14. Responsibility for the presentation of information about the programme of 

projects to a wide range of stakeholders in both formal and informal meetings 
ensuring the vision and objectives are clear and that the whole team objectives 
and deliverables align to this vision. 

15. Lead the development and implementation of Trust stakeholder engagement 

plans and activities, working closely with all relevant stakeholders in line with the 

regional programme strategy.   

16. When required, deputise on behalf of the Trust Programme Manager. 
 

General Responsibilities   
 

Employees of the Trust are required to promote and support the mission and vision 
of the service for which they are responsible and: 

 At all times provide a caring service and to treat those with whom they come 
into contact in a courteous and respectful manner. 

 The post holder will promote and support effective team working, fostering a 
culture of openness and transparency. The post holder will ensure that they 
take all concerns raised with them seriously and act in accordance with Belfast 
Trust’s Whistleblowing Policy and their professional code of conduct, where 
applicable.  

 Demonstrate their commitment by their regular attendance and the efficient 
completion of all tasks allocated to them. 

 Comply with the Trust’s Smoke Free Policy. 
 Carry out their duties and responsibilities in compliance with the Health and 

Safety Policies and Statutory Regulations. 
 Adhere to Equality and Good Relations duties throughout the course of their 

employment. 
 Ensure the ongoing confidence of the public in-service provision. 
 Maintain high standards of personal accountability. 
 Comply with the HPSS Code of Conduct. 

 

Information Governance   
 

All employees of Belfast Health & Social Care Trust are legally responsible for all 
records held, created or used as part of their business within the Belfast Health and 
Social Care Trust, including patient/client, corporate and administrative records 
whether paper based or electronic and also including e-mails.  All such records are 
public records and are accessible to the general public, with limited exceptions, 
under the Freedom of Information Act 2000, the Environment Regulations 2004, the 
General Data Protection Regulation (GDPR) and the Data Protection Act 2018. 
Employees are required to be conversant and to comply with the Belfast Health and 
Social Care Trust policies on Information Governance including for example the ICT 
Security Policy, Data Protection Policy and Records Management Policy and to seek 
advice if in doubt. 
 



BHSCT JD / April 2021  Page 5 of 10 
 

For further information on how we use your personal data within HR, please 
refer to the Privacy Notice available on the HUB or Your HR 
 

Environmental Cleaning Strategy 
 

The Trusts Environmental Cleaning Strategy recognises the key principle that 
“Cleanliness matters is everyone’s responsibility, not just the cleaners” Whilst there 
are staff employed who are responsible for cleaning services, all Trust staff have a 
responsibility to ensure a clean, comfortable, safe environment for patients, clients, 
residents, visitors, staff and members of the general public. 
 

Infection Prevention and Control 
 

The Belfast Trust is committed to reducing Healthcare associated infections (HCAIs) 
and all staff have a part to play in making this happen. Staff must comply with all 
policies in relation to Infection Prevention and Control and with ongoing reduction 
strategies.  Standard Infection Prevention and Control Precautions must be used at 
all times to ensure the safety of patients and staff. 
 

This includes:- 
 Cleaning hands either with soap and water or a hand sanitiser at the 

appropriate times (WHO ‘5 moments’); 
 Using the correct ‘7 step’ hand hygiene technique; 
 Being ‘bare below the elbows’ when in a clinical environment; 
 Following Trust policies and the Regional Infection Control Manual (found on 

intranet); 
 Wearing the correct Personal Protective Equipment (PPE); 
 Ensuring correct handling and disposal of waste (including sharps)  and 

laundry; 
 Ensuring all medical devices (equipment) are decontaminated appropriately 

i.e. cleaned, disinfected and/or sterilised; 
 Ensuring compliance with High Impact Interventions. 

 

Personal Public Involvement  
 

Staff members are expected to involve patients, clients, carers and the wider 
community were relevant, in developing, planning and delivering our services in a 
meaningful and effective way, as part of the Trust’s ongoing commitment to Personal 
Public Involvement (PPI). 
 

Please use the link below to access the PPI standards leaflet for further information. 
 

http://www.publichealth.hscni.net/sites/default/files/PPI_leaflet.pdf 
 

Clause: This job description is not meant to be definitive and may be 
amended to meet the changing needs of the Belfast Health and 

Social Care Trust.   

http://www.publichealth.hscni.net/sites/default/files/PPI_leaflet.pdf
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PERSONNEL SPECIFICATION 
 

JOB TITLE / BAND:  encompass Business Change Manager Band 8A
    
DEPT / DIRECTORATE:  Performance, Planning & Informatics   
 
HOURS                                37.5 
 

 

Notes to applicants:  

1. You must clearly demonstrate on your application form under each question, how 
you meet the required criteria as failure to do so may result in you not being 
shortlisted. You should clearly demonstrate this for both the essential and desirable 
criteria. 

2. Shortlisting will be carried out on the basis of the essential criteria set out below, 
using the information provided by you on your application form.  Please note the 
Trust reserves the right to use any desirable criteria outlined below at shortlisting.  
You must clearly demonstrate on your application form how you meet the desirable 
criteria. 

3. Proof of qualifications and/or professional registration will be required if an offer of 
employment is made – if you are unable to provide this, the offer may be withdrawn. 

 

ESSENTIAL CRITERIA 

 

SECTION 1: The following are ESSENTIAL criteria which will initially be measured at 
shortlisting stage although may also be further explored during the interview/selection 
stage.  You should therefore make it clear on your application form whether or not you 
meet these criteria. Failure to do so may result in you not being shortlisted. The stage in 
the process when the criteria will be measured is stated below. 

Factor Criteria 

 

Method of 
Assessment 

Experience  

 

1. A university degree or equivalent 
professional qualification and worked for at 
least 3 years in a project/change management 
role delivering large service improvement, 
quality improvement, ICT, transformation or 
similar, relevant projects 

 

OR 

 

A HND or equivalent professional qualification 
and have worked for at least 5 years in a 
project/change management role delivering 
large service improvement, quality 

Shortlisting by 
Application Form 
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improvement, ICT or transformation or similar, 
relevant projects 

 

OR 

 

Have worked for at least 6 years in a 
project/change management role delivering 
large service improvement, quality 
improvement, ICT or transformation or similar, 
relevant projects 

 

AND 

 

2. Demonstrate a minimum of 2 years’ 
experience of successfully delivering 
challenging, complex projects. 

 

Other (e.g. 
Driving etc.) 

 Hold a current full driving licence which is 
valid for use in the UK and have access to 
a car on appointment. 

‘Where disability prohibits driving, this criteria 
will be waived if the applicant is able to 
organise suitable alternative arrangements.’ 
 

Shortlisting by 
Application Form 

SECTION 2: The following are ESSENTIAL criteria which will be measured during the 
interview/ selection stage: 

Skills / 
Abilities 

1. Demonstrate evidence of meeting a range 
of key targets and making significant 
improvements. 

 

2. Demonstrate ability to communicate and 
work collaboratively with a diverse range of 
stakeholders at all levels including senior 
management and senior clinical professionals, 
both internal and external to the organisation, 
in order to achieve successful outcomes. 

 

3. Proven skills in high level influencing, 
governance, leadership and organisation, 
particularly in an environment where there are 
significant barriers to acceptance and change. 

 

4. Demonstrate interpersonal skills plus 
effective communication and presentation 
skills using various media. 

 

5. Demonstrate evidence of utilising a Project 
Management Methodology, e.g. Prince II or 

Interview  
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similar methodologies. 

 

Knowledge Demonstrate knowledge of holding delegated 
responsibility for budget management, 
particularly with regards to service 
improvement projects or services. 

 

Interview  

DESIRABLE CRITERIA 

 

SECTION 3: these will ONLY be used where it is necessary to introduce additional job 
related criteria to ensure files are manageable. You should therefore make it clear on 
your application form how you meet these criteria. Failure to do so may result in you not 
being shortlisted 

Factor Criteria Method of 
Assessment 

Experience  

 

Have experience and understanding of the 
Technologies used to deliver large eHealth 
and Care projects. 

 

Shortlisting by 
Application Form 

Qualifications 

 

1. Prince II Practitioner qualification. 

 

2. Managing Successful Programmes 

Practitioner qualification. 

Shortlisting by 
Application Form 

 

 
Candidates who are shortlisted for interview will need to demonstrate at interview 

that they have the required competencies to be effective in this demanding 

leadership role.  The competencies concerned are set out in the NHS Healthcare 

Leadership Model, details of which can be found at 

http://www.leadershipacademy.nhs.uk/resources/healthcare-leadership-model.  

Particular attention will be given to the following dimensions: 

 

 Inspiring shared purpose 

 Leading with care 

 Evaluating information 

 Connecting our service 

 Sharing the vision 

 Engaging the team 

 Holding to account 

 Developing capability 

 Influencing for results. 

 
 
NOTE: 
Where educational/professional qualifications form part of the criteria you will be 
required, if shortlisted for interview, to produce original certificates and one 

http://www.leadershipacademy.nhs.uk/resources/healthcare-leadership-model
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photocopy of same issued by the appropriate authority. Only those certificates 
relevant to the shortlisting criteria should be produced. If educational certificates are 
not available an original letter and photocopy of same detailing examination results 
from your school or college will be accepted as an alternative. 
 

If successful you will be required to produce documentary evidence that you are 
legally entitled to live and work in the United Kingdom. This documentation can be a 
P45, Payslip, National Insurance Card or a Birth Certificate confirming birth in the 
United Kingdom or the Republic of Ireland. Failure to produce evidence will result in a 
non-appointment. 

 

Where a post involves working in regulated activity with vulnerable groups, post 
holders will be required to register with the Independent Safeguarding Authority. 

As part of the Recruitment & Selection process it may be necessary for the 
Organisation to carry out an Enhanced Disclosure Check through Access NI before 

any appointment to this post can be confirmed. 
 
 

THE ORGANISATION IS AN EQUAL OPPORTUNITIES EMPLOYER 
Successful applicants may be required to attend for a Health Assessment 
All staff are required to comply with the Organisation’s Smoke Free Policy 
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HSC Values 

 

Whilst employees will be expected to portray all the values, particular attention is 
drawn to the following values for this role 
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JOB DESCRIPTION  
 

POST: Community Information Systems (CIS) Manager  
 

LOCATION: Knockbracken Health Care Park   

 
BAND: 8A  
 
REPORTS TO: Co-Director Planning and Performance   

 
RESPONSIBLE TO: Director to Planning Performance & Informatics  

 
 
Job Summary / Main Purpose 
 
The Community Information Systems Manager role is both an operational and 
strategic role, involving the leadership and management of the planning and delivery 
of information and technology applications to Community Services within Belfast 
Health and Social Care Trust. The post holder will work with services, ICT and 
Information to establish the roadmap for the on-going development of community 
information systems.  
 
The post holder is responsible for overseeing the delivery of a range of 
transformational application-led projects, including mobile technology, from initiation 
into steady state. With the direction established through the PARIS Steering Group 
and supported by a team, s/he will work closely with all relevant services and provide 
leadership to the Community Information Systems team, ensuring that high 
standards of productivity, technical excellence and best practice in both project 
delivery and service management are developed, measured and maintained. The 
post holder is responsible for reporting on all aspects of community information 
systems and will therefore need to have established close working relationships with 
all appropriate teams. 
 
The post holder will work with the services to establish a strategy for further roll out to 
new and additional client services, ensure robust change management control 
mechanism are established for day to day system management, manage  third party 
SLA agreements and ensure timely decision making  is in place.  
The programme of work will extend to interfacing with other IT systems, such as NI 
ECR and the provision of information to client and corporate services. The Post 
holder will support the implementation of new regional technology initiatives including 
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Encompass and is responsible for ensuring the Trust has input to any regional 
working groups. 
 

Main Duties / Responsibilities 

 
The Post holder will: 
 
Setting Direction 

 Work with Steering Group and Service Leads to determine strategic and 
operational priorities for Community Information System and agree delivery 
plans and outcomes. 

 Participate in regional and national groups to ensure systems intelligence, 
opportunities for BHSCT and the development of services profile.  

 
Service Delivery 

 Be responsible for the operation of the Community Information Management 
systems. Plan and implement development of CIS and fulfill the mission and 
the goals of the Service efficiently and effectively. 

 Plan and allocate resources to effectively staff and accomplish the work to 
meet departmental and service goals. 

 Ensure that the projects are planned, managed and delivered effectively, in 
line with appropriate project management methodology. 

 Establish and maintain relevant controls and feedback systems to monitor the 
operation of the department. 

Development and Innovation 

 Plan, evaluate, and improve the efficiency of business processes and 
procedures, including mobile services, to enhance speed, quality, efficiency, 
and output of the System. 

 Lead &/or Co-Chair on a range of service working groups to ensure best use 
of resources and plan for the on-going development of Community information 
systems. 

 Be responsible for ensuring the Trust has input to any regional working groups 
relevant to the development of CIS system, and developments associated with 
new electronic patient record for NI, Encompass. 

 
Collaborative Working 

 Work with services to develop and support a sustainable training model. 

 Work closely with all Trust services including information and ICT to co-
ordinate delivery against expected timeframes. 

 Oversee and appropriately manage activities that require co-operative effort 
between the Trust’s Community Services, CIS personnel, and system 
suppliers. This includes regional bodies, such as HSCB and other HSC 
bodies. 
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Communication & Info Management 

 Develop a sustainable communication strategy to ensure all user 
communication on a regular basis. 

Quality/ Change Management/ Governance 

 Review and present performance data to Service Leads to monitor and 
measure departmental productivity, data quality and overall effectiveness. 

 The post holder will develop, implement and report on robust change control 
mechanisms for day to day system management and development. 

 Develop and implement policies and procedures specifically associated with 
CIS. Regularly review and update relevant policies and procedures in line with 
best practice. 

 
Finance & Resource Management 

 Ensure financial management control of Community information systems, 
including staffing budgets, goods and services expenditure, planned capital 
developments and bidding opportunities, and ensure timely delivery against 
reporting timeframes.  

 Develop ICT business cases for funding in conjunction with the services and 
work with service to ensure delivery on the agreed benefits realisation. 

 Act as a point of contact for the System Provider and ensure delivery on 
Service Level Agreement timescales. 

 Ensure that all purchase requisitions, goods received notes and supplier 
invoices are processed in accordance with standing financial instructions and 
ICT department procedures. 

People Management & Development 
 

 Set objectives, review performance and develop the skills of directly 
supervised staff and supporting service staff ensuring that appropriate training 
and development plans are formulated and provide coaching particularly in 
relation to operational management techniques. 

 Manage team on a day-to-day basis, liaising closely with services, to ensure 
that the needs of the service are resourced at all times. This will include 
ensuring that supervision is in place and that staff rotas are prepared and 
resourced. 

 Ensure that training and induction processes are in place and that staff have 
an individual SDR in accordance with Trust policy 

 Ensure ongoing monitoring of sickness levels, annual leave etc and ensuring 
that appropriate personal records are maintained for all members of staff.   

 

 Participate in the recruitment and selection of staff, disciplinary procedures as 
necessary and ensure that all relevant personnel forms are authorised and 
processed in a timely manner.  
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General Responsibilities 
 
Employees of the Trust are required to promote and support the mission and vision 
of the service for which they are responsible and: 

 At all times provide a caring service and to treat those with whom they come 
into contact in a courteous and respectful manner. 

 Demonstrate their commitment by their regular attendance and the efficient 
completion of all tasks allocated to them. 

 Comply with the Trust’s Smoke Free Policy. 
 Carry out their duties and responsibilities in compliance with the Health and 

Safety Policies and Statutory Regulations. 
 Adhere to Equality and Good Relations duties throughout the course of their 

employment. 
 Ensure the ongoing confidence of the public in-service provision. 
 Maintain high standards of personal accountability. 
 Comply with the HPSS Code of Conduct. 

 

Information Governance   
 
All employees of Belfast Health & Social Care Trust are legally responsible for all 
records held, created or used as part of their business within the Belfast Health and 
Social Care Trust, including patient/client, corporate and administrative records 
whether paper based or electronic and also including e-mails.  All such records are 
public records and are accessible to the general public, with limited exceptions, 
under the Freedom of Information Act 2000, the Environment Regulations 2004, the 
General Data Protection Regulation (GDPR) and the Data Protection Act 2018. 
Employees are required to be conversant and to comply with the Belfast Health and 
Social Care Trust policies on Information Governance including for example the ICT 
Security Policy, Data Protection Policy and Records Management Policy and to seek 
advice if in doubt. 
 
For further information on how we use your personal data within HR, please 
refer to the Privacy Notice available on the HUB or Your HR 
 

Environmental Cleaning Strategy 
 
The Trusts Environmental Cleaning Strategy recognizes the key principle that 
“Cleanliness matters is everyone’s responsibility, not just the cleaners” Whilst there 
are staff employed who are responsible for cleaning services, all Trust staff have a 
responsibility to ensure a clean, comfortable, safe environment for patients, clients, 
residents, visitors, staff and members of the general public. 

 
Infection Prevention and Control 
 
The Belfast Trust is committed to reducing Healthcare associated infections (HCAIs) 
and all staff have a part to play in making this happen. Staff must comply with all 
policies in relation to Infection Prevention and Control and with ongoing reduction 
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strategies.  Standard Infection Prevention and Control Precautions must be used at 
all times to ensure the safety of patients and staff. 
 
This includes:- 

 Cleaning hands either with soap and water or a hand sanitiser at the 
appropriate times (WHO ‘5 moments’); 

 Using the correct ‘7 step’ hand hygiene technique; 
 Being ‘bare below the elbows’ when in a clinical environment; 
 Following Trust policies and the Regional Infection Control Manual (found on 

intranet); 
 Wearing the correct Personal Protective Equipment (PPE); 
 Ensuring correct handling and disposal of waste (including sharps)  and 

laundry; 
 Ensuring all medical devices (equipment) are decontaminated appropriately 

i.e. cleaned, disinfected and/or sterilised; 
 Ensuring compliance with High Impact Interventions. 

 
 
 

Values 
 
The Belfast Trust aims to recruit staff not only with the right skills but also with the 
right values to ensure the delivery of excellent patient care and experience. Staff will 
be expected to be committed to provide safe, effective, compassionate and person 
centered care by:-  

 Treating Everyone with Dignity and Respect 
 Displaying Openness and Trust 
 Being Accountable 
 Being Leading Edge 
 Maximising Learning and Development 

 
By embedding the above values we will make a significant contribution to the delivery 
of the Trust’s Vision. 
 

Personal Public Involvement  
 
Staff members are expected to involve patients, clients, carers and the wider 
community were relevant, in developing, planning and delivering our services in a 
meaningful and effective way, as part of the Trust’s ongoing commitment to Personal 
Public Involvement (PPI). 
 
Please use the link below to access the PPI standards leaflet for further information. 
 
http://www.publichealth.hscni.net/sites/default/files/PPI_leaflet.pdf 

 
Clause: This job description is not meant to be definitive and may be 

amended to meet the changing needs of the Belfast Health and 

Social Care Trust. 

http://www.publichealth.hscni.net/sites/default/files/PPI_leaflet.pdf
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PERSONNEL SPECIFICATION 

 

JOB TITLE AND BAND: Community Information Systems Manager  
                                          Band 8A 
 
DEPARTMENT / DIRECTORATE: Planning Performance & Informatics 
  
 

 

Notes to applicants:  

1. You must clearly demonstrate on your application form under each question, how you meet 
the required criteria as failure to do so may result in you not being shortlisted. You should 
clearly demonstrate this for both the essential and desirable criteria. 

2. Shortlisting will be carried out on the basis of the essential criteria set out in Section 1 below, 
using the information provided by you on your application form.  Please note the Trust 
reserves the right to use any desirable criteria outlined in Section 3 at shortlisting.  You must 
clearly demonstrate on your application form how you meet the desirable criteria. 

3. Proof of qualifications and/or professional registration will be required if an offer of 
employment is made – if you are unable to provide this, the offer may be withdrawn. 

 

 

ESSENTIAL CRITERIA 
 

The following are ESSENTIAL criteria which will initially be measured at shortlisting 
stage although may also be further explored during the interview/selection stage.   

You should therefore make it clear on your application form whether or not you meet 
these criteria. Failure to do so may result in you not being shortlisted. The stage in the 
process when the criteria will be measured is stated below. 

Factor Criteria 

Ideally no more than 6-8 criteria in this section 

Method of 
Assessment 

Experience 

Qualifications 

Registration 

 

Hold a university degree or relevant 
professional qualification at graduate or 
diploma level, and have 2 years’ 
experience in a senior performance 
management role in a large organisation 
 

 

 

Shortlisting by 
Application Form 

and Interview   
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                    Or 

Have at least 5 years’ experience in a 
senior performance management role in 
a large organisation. 
 
 
Delivered against challenging 
performance management programmes 
for a minimum of 2 years, meeting a 
range of key targets and making 
significant improvements.  
 
Successfully demonstrated people 
management, governance, leadership, 
budgetary and organizational skills for a 
minimum of 2 years. 
 

Experience and a sound knowledge and 
understanding of Community Information 
Systems and their application within 
health and social care. 

 

Demonstrate excellent communication 
skills, and experience in the use of  
spreadsheets and statistical packages. 
 
Current driving licence and access to a 
car.  This criterion will be waived in the 
case of an applicant whose disability 
prohibits driving but who is able to 
organise suitable alternative 
arrangements. 
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DESIRABLE CRITERIA 
 

Desirable criteria will ONLY be used where it is necessary to introduce additional job related 
criteria to ensure files are manageable. You should therefore make it clear on your application 
form how you meet these. Failure to do so may result in you not being shortlisted. 

Factor Criteria Method of 
Assessment 

Experience 

Qualifications 

Registration 

 

 Shortlisting by 
Application Form 

Other  

(e.g. 
Knowledge, 
Skills, 
Abilities) 

 Shortlisting by 
Application Form  

 

 

 

 
 
 
NOTE: 
Where educational/professional qualifications form part of the criteria you will be 
required, if shortlisted for interview, to produce original certificates, and one 
photocopy of same, issued by the appropriate authority. Only those certificates 
relevant to the shortlisting criteria should be produced. If educational certificates are 
not available an original letter and photocopy of same detailing examination results 
from your school or college will be accepted as an alternative. 
 
If successful you will be required to produce documentary evidence that you are 
legally entitled to live and work in the United Kingdom. This documentation can be a 
P45, Payslip, National Insurance Card or a Birth Certificate confirming birth in the 
United Kingdom or the Republic of Ireland. Failure to produce evidence will result in a 
non-appointment. 

 
 

 

 
 
INCLUDE the following text Only Where Relevant for Senior 
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Posts i.e. Band 8a or above 
 
Candidates who are shortlisted for interview will need to demonstrate at interview 
that they have the required competencies to be effective in this demanding 
leadership role.   
 
The competencies concerned are set out in the NHS Healthcare Leadership Model, 
details of which can be found at: 
 
http://www.leadershipacademy.nhs.uk/resources/healthcare-leadership-model.   
 
 
Particular attention will be given to the following: 

 Inspiring shared purpose 

 Leading with care 

 Evaluating information 

 Connecting our service 

 Sharing the vision 

 Engaging the team 

 Holding to account 

 Developing capability 

 Influencing for results 
 
 
 
 

 

 

http://www.leadershipacademy.nhs.uk/resources/healthcare-leadership-model
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JOB DESCRIPTION 
 

POST:    Information Manager (Governance & PAS Manager) 
 

LOCATION:   Admin Building Knockbracken Healthcare Park  
 

BAND:  8A 
 

REPORTS TO:   Senior Manager, Information Services  
 

RESPONSIBLE TO:  Co Director of Planning & Performance 
 
 

Job Summary / Main Purpose 
 

The Information Manager (Governance) will be a key member of the senior corporate 
information team and will contribute to the delivery of all key objectives of the team. 
They will specifically lead the drive for data quality improvement across the Trusts 
Patient Administration System (PAS) and collaborate closely with senior staff 
responsible for all major client databases and Information processes within the Trust 
to ensure a co-ordinated approach to Trust wide data quality improvement. The Post 
holder will be the responsible manager for the effective and resilient provision of the 
Trust PAS and support team. 

Main Duties / Responsibilities 
 

For each of the following, the postholder will; 
 

 Lead data quality improvement processes including the formation and 
effective functioning of specific data quality groups, projects and audit and 
validation processes.  Responsible for interpretation and rigorous 
implementation of regional and local data definitions and guidance and design 
and lead the decision making process for data recording related to new care 
processes.  Manage the Information Governance Team and the PAS system 
in close liaison with Trust IT Department and Regional Information Groups. 

 
Setting Direction 

 Be responsible, in support of the Senior Manager (Information Services), for 
the development and implementation of a data quality programme, ensuring 
that the quality of data input, analysis and interpretation is subject to 
continuous improvement. 

 Develop a service engagement programme for data quality processes related 
to PAS and including all other relevant systems to ensure an outward facing 
and responsive service. 

 Manage and provide leadership of the Information Governance team within 
the Information Services Department. 

 Be responsible for the effective and resilient provision of PAS across the Trust 
and directing the work of the BHSCT PAS support team.    
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 Provide an expert understanding of the analytical processes and methods 
used within the Trust and mitigate any negative impact of erroneous data on 
information analysis. 

 Provide expert advice related to data and information processes in the context 
of hospital clinical processes and service development. 

 Assist the Senior Information Manager (Information Services) in ensuring that 
the Information function supports the delivery of the Trust’s corporate 
objectives and achievement of its strategic goals to improve safety and quality, 
efficiency and experience and support the introduction and maintenance of the 
Quality Management System as part of the corporate information team.  

 
Service Delivery and Development 

 Design data quality assurance processes and templates for PAS and other 
relevant systems taking account of current guidelines and best practice which 
are compliant with current national and regional guidance and legislative 
requirements which are review and updated in the light of changes. 

 Contribute and provide advice to projects or programmes in relation to service 
data collection, flow or process, specifically in relation to PAS but including all 
other Trust client databases in order to provide consistency in data collection 
and information. 

 Ensure effective processes are in place for the effective operation of the PAS 
support team to meet all operational requirements. This includes systems 
support for the Trust Big Hand system for clinical dictation. 

 Act as a source of technical expertise for accuracy of data structures and in-
put processes for all client databases within the Trust and offer guidance and 
support for new data collection systems and databases. 

 Ensure the Trusts approach to data quality improvement is supported through 
analytical techniques and to establish new analytics techniques to identify 
areas for improvement. 

 Develop and implement a thorough and systematic audit programme which 
assesses compliance with quality assurance standards within all work places 
and assesses the quality of information analysis and interpretation.  

 Agree standards of information quality with data input and analysis teams and 
measure performance against these standards with a goal of continuously 
improving information quality including the construction of data quality reports 
and dashboards. 

 Assess the efficiency of information management functions and make 
recommendations for efficiency improvements with particular reference to 
reducing instances of data capture duplication.  

 Develop and maintain information risk register and business continuity 
strategies (in collaboration with IT). 

 
Collaborative Working 

 Work closely with Clinicians, Co-Directors, Senior Managers and all other 
relevant Directorates on all aspects of Information governance. 

 Ensure Belfast Trust Information services and policies are consistent with 
National and Regional guidance through communication with all relevant 
bodies.  

 Represent the Trust on collaborative working groups involving DHSSPS, 
HSCB, HSC Trusts and other stakeholders with particular reference to 
information governance matters – confidentiality, data protection etc. 
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Communication and Information Management 

 Develop and manage the performance management arrangements for the 
Information Governance function pertaining to the Trusts major client record 
databases within the Belfast Trust. 

 Assist the Senior Manager (Information Services) in developing robust 
communication systems to support and promote the Information services 
functions. 

 Assist Senior Manager (Information Services) to develop and implement 
robust monitoring systems on matters relating to the Information Governance 
strategies, objectives and targets. 

 

Quality 

 Participate fully in Trust wide quality initiatives particularly that requiring 
information support. 

 Develop and implement robust systems of risk management in the areas of 
Information Services. 

 

Financial and Resource Management 

 Assist the Senior Manager (Information Services) in managing the budget for 
the Information Services Governance Team.  

 Maximise the use of Information as a tool to achieve better value for money in 
the delivery of health and social care. 

 

People Management and Development 

 Provide strategic leadership to staff working in Information Services 
Governance Team. 

 Ensure the management structures and arrangements in Information services 
(governance) support a culture of effective team working, staff recognition, 
continuous improvement and innovation. 

 Lead by example in practicing the highest standards of conduct in accordance 
with the code of conduct for HPSS managers. 

 Participate in the Trust’s Staff Development and Performance Review 
Scheme. Review individually on a regular basis the performance of 
immediately subordinate staff. Provide guidance on personal development 
requirements and advise on and initiate, where appropriate, further training. 

 Ensure that the review of performance identified above is performed for all 
levels of staff within the Trust in accordance with the Trust Board’s policy. 

 Maintain good staff relationships and morale amongst the staff reporting to 
him/her. 

 Where appropriate, review the organisational plan and establishment levels 
within the team and ensure that each is consistent with achieving objectives 
and recommend change where appropriate. 

 Delegate appropriate responsibility and authority to the level of staff within 
his/her control consistent with effective decision making whilst retaining 
responsibility and accountability for results. 

 Participate as required in the selection and appointment of staff reporting to 
him/her in accordance with procedures laid down by the Trust. 

 Take such action as may be necessary in disciplinary matters in accordance 
with procedures laid down by the Trust. 

 Promote the Trust’s policy on equality of opportunity through his/her own 
actions and ensure that this policy is adhered to by staff for whom he/she has 
responsibility. 
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General Responsibilities   
 

Employees of the Trust are required to promote and support the mission and vision 
of the service for which they are responsible and: 

 At all times provide a caring service and to treat those with whom they come 
into contact in a courteous and respectful manner. 

 Demonstrate their commitment by their regular attendance and the efficient 
completion of all tasks allocated to them. 

 Comply with the Trust’s Smoke Free Policy. 
 Carry out their duties and responsibilities in compliance with the Health and 

Safety Policies and Statutory Regulations. 
 Adhere to Equality and Good Relations duties throughout the course of their 

employment. 
 Ensure the ongoing confidence of the public in-service provision. 
 Maintain high standards of personal accountability. 
 Comply with the HPSS Code of Conduct. 
 The post holder will promote and support effective team working, fostering a 

culture of openness and transparency. The post holder will ensure that they 
take all concerns raised with them seriously and act in accordance with Belfast 
Trust’s Whistleblowing Policy and their professional code of conduct, where 
applicable.  

 The post holder will, in the event of a concern being raised with them, ensure 
it is managed correctly under the Belfast Trust’s Whistleblowing Policy, and 
ensure that feedback/learning is communicated at individual, team and 
organisational level regarding the concerns raised, and how they were 
resolved. 

 

Information Governance   
 

All employees of Belfast Health & Social Care Trust are legally responsible for all 
records held, created or used as part of their business within the Belfast Health and 
Social Care Trust, including patient/client, corporate and administrative records 
whether paper based or electronic and also including e-mails.  All such records are 
public records and are accessible to the general public, with limited exceptions, 
under the Freedom of Information Act 2000, the Environment Regulations 2004, the 

General Data Protection Regulation (GDPR) and the Data Protection Act 2018. 
Employees are required to be conversant and to comply with the Belfast Health and 
Social Care Trust policies on Information Governance including for example the ICT 
Security Policy, Data Protection Policy and Records Management Policy and to seek 
advice if in doubt. 
 

For further information on how we use your personal data within HR, please 
refer to the Privacy Notice available on the HUB or Your HR 
 

Environmental Cleaning Strategy 
 

The Trusts Environmental Cleaning Strategy recognises the key principle that 
“Cleanliness matters is everyone’s responsibility, not just the cleaners” Whilst there 
are staff employed who are responsible for cleaning services, all Trust staff have a 
responsibility to ensure a clean, comfortable, safe environment for patients, clients, 
residents, visitors, staff and members of the general public. 
 

Infection Prevention and Control 
 

The Belfast Trust is committed to reducing Healthcare associated infections (HCAIs) 
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and all staff have a part to play in making this happen. Staff must comply with all 
policies in relation to Infection Prevention and Control and with ongoing reduction 
strategies.  Standard Infection Prevention and Control Precautions must be used at 
all times to ensure the safety of patients and staff. 
 

This includes:- 
 Cleaning hands either with soap and water or a hand sanitiser at the 

appropriate times (WHO ‘5 moments’); 
 Using the correct ‘7 step’ hand hygiene technique; 
 Being ‘bare below the elbows’ when in a clinical environment; 
 Following Trust policies and the Regional Infection Control Manual (found on 

intranet); 
 Wearing the correct Personal Protective Equipment (PPE); 
 Ensuring correct handling and disposal of waste (including sharps)  and 

laundry; 
 Ensuring all medical devices (equipment) are decontaminated appropriately 

i.e. cleaned, disinfected and/or sterilised; 
 Ensuring compliance with High Impact Interventions. 

 

Personal Public Involvement  
 

Staff members are expected to involve patients, clients, carers and the wider 
community were relevant, in developing, planning and delivering our services in a 
meaningful and effective way, as part of the Trust’s ongoing commitment to Personal 
Public Involvement (PPI). 
 
Please use the link below to access the PPI standards leaflet for further information. 
 

http://www.publichealth.hscni.net/sites/default/files/PPI_leaflet.pdf 

 
Clause: This job description is not meant to be definitive and may be 

amended to meet the changing needs of the Belfast Health and 

Social Care Trust. 

http://www.publichealth.hscni.net/sites/default/files/PPI_leaflet.pdf


BHSCT JD / December 2020  Page 6 of 9 

 

 

 

 
PERSONNEL SPECIFICATION 

 

JOB TITLE / BAND:  Information Manager (Governance & PAS 
Manager) / Band 8A    

 
DEPT / DIRECTORATE:  Admin Building, Knockbracken Healthcare Park /  

Performance, Planning & Informatics   
 

 

Notes to applicants:  

1. You must clearly demonstrate on your application form under each question, how you meet 
the required criteria as failure to do so may result in you not being shortlisted. You should 
clearly demonstrate this for both the essential and desirable criteria. 

2. Shortlisting will be carried out on the basis of the essential criteria set out below, using the 
information provided by you on your application form.  Please note the Trust reserves the 
right to use any desirable criteria outlined below at shortlisting.  You must clearly 
demonstrate on your application form how you meet the desirable criteria. 

3. Proof of qualifications and/or professional registration will be required if an offer of 
employment is made – if you are unable to provide this, the offer may be withdrawn. 

 

ESSENTIAL CRITERIA 
 

The following are ESSENTIAL criteria which will initially be measured at shortlisting stage 
although may also be further explored during the interview/selection stage.   

You should therefore make it clear on your application form whether or not you meet these 
criteria. Failure to do so may result in you not being shortlisted. The stage in the process when 
the criteria will be measured is stated below. 

Factor Criteria Method of 
Assessment 

Experience 

Qualifications 

Registration 

 Have a relevant degree or professional 
qualification and have worked for at 
least 2 years in a Health and Social 
Care Senior Information Management 
role. 
OR 
Have worked for at least 4 years in a 
Health & Social Care Senior Information 
Management role.  
AND 

 Successfully demonstrated people 
management, governance, leadership 
and organisational skills for a minimum 
of 2 years.  

 Minimum of 2 years Senior Manager 
experience working with PAS and other 
hospital information systems. 

Shortlisting by 
Application Form 
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 Have worked with a diverse range of 
stakeholders, both internally and 
externally to the Organisation, to 
achieve successful outcomes. 

Other (e.g. 
Driving etc.) 

 

 Current driving licence and access to a 
car. 

‘Where disability prohibits driving, this 
criteria will be waived if the applicant is able 
to organise suitable alternative 
arrangements’ 

 

Shortlisting by 
Application Form 

Knowledge 

Skills 

Abilities 

 Have excellent communication skills, 
both orally and in writing. 

 Demonstrate technical ability in the 
analysis of information and the use of 
Microsoft Office including Excel.  

 Demonstrate experience and knowledge 
of Health & Social Care Data Quality 
Processes. 

Shortlisting by 
Application Form / 
Interview  
 

 

NOTE: 
Where educational/professional qualifications form part of the criteria you will be 
required, if shortlisted for interview, to produce original certificates and one 
photocopy of same issued by the appropriate authority. Only those certificates 
relevant to the shortlisting criteria should be produced. If educational certificates are 
not available an original letter and photocopy of same detailing examination results 
from your school or college will be accepted as an alternative. 
 

If successful you will be required to produce documentary evidence that you are 
legally entitled to live and work in the United Kingdom. This documentation can be a 
P45, Payslip, National Insurance Card or a Birth Certificate confirming birth in the 
United Kingdom or the Republic of Ireland. Failure to produce evidence will result in a 
non-appointment. 

 

Where a post involves working in regulated activity with vulnerable groups, post 
holders will be required to register with the Independent Safeguarding Authority. 

 

Healthcare Leadership Competencies 
 

Candidates who are shortlisted for interview will need to demonstrate at interview 
that they have the required competencies to be effective in this demanding 
leadership role.   
 
The competencies concerned are set out in the NHS Healthcare Leadership Model, 
details of which can be found at: 
 
http://www.leadershipacademy.nhs.uk/resources/healthcare-leadership-model.   
 
Particular attention will be given to the following: 

 Inspiring shared purpose 

 Leading with care 

 Evaluating information 

 Connecting our service 
 

http://www.leadershipacademy.nhs.uk/resources/healthcare-leadership-model
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 Sharing the vision 

 Engaging the team 

 Holding to account 

 Developing capability 

 Influencing for results 
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HSC Values 

 

Whilst employees will be expected to portray all the values, particular attention is 
drawn to the following values for this role 
 

 



 
 

JOB DESCRIPTION  
 

 

POST: Information Services Manager   
 
LOCATION: Belfast Health & Social Care Trust 
                     Knockbracken Healthcare Park 
                     BELFAST  
 
GRADE:  Band 8A  
 
REPORTS TO: Senior Information Manager, Performance & Planning  
 
RESPONSIBLE TO:  Director of Performance Planning & Informatics  
 
JOB SUMMARY / MAIN PURPOSE:  
The Information services (production and development) will assist the 
Senior Information Manager in defining the strategic development and 
operational direction of the Information Services function within the 
Belfast Trust.  The post holder will be responsible for the production and 
management of information in support of the Trusts key objectives and 
for the development of information functionality to meet the needs of 
Corporate Directorates and Service Areas 

 

Main Duties / Responsibilities 

 

Setting Direction 

 Responsible in support of the Senior information manager for the 

development and implementation of the Trust wide information strategy 

with particular reference to the production of information and the 

development of business intelligence and analytics. 

 

 To manage the information services production and development team 

within the information services department ensuring provision of a high 

quality effective service. 

 



 Assist the Senior Information Manager in further developing advanced 

information and statistical skill sets within the department and on a wider 

basis where necessary. 

 
 Assist the Senior Information Manager in ensuring that the information 

function supports the delivery of the Trusts Corporate objectives and 
achievement of its strategic goal in relation to quality and safety, 
managerial governance and performance.  

 

Service Delivery and development 

 To manage the production of standard and ad-hoc reports from all of the 

Trusts major client record based databases to meet Trust priorities and 

Department of Health and Health and Social Care Board information 

requirements. 

 

 To produce high quality complex data analysis and management 

information for senior leaders within the Trust, HSCB, DoH and others in 

order to provide information and  knowledge to achieve  key Trust 

objectives. 

 

 Assist the Information Senior Manager in the development and 

management of new Business Intelligence and analytical services and 

to embed these into core Trust information structures in close 

collaboration with service staff. Specifically to provide integrated up to 

date operational and performance information at the point of care for 

clinical professionals and managerial staff.  

 

 Develop information services in support of quality Improvement 

programmes with associated skills development including development 

of advanced information and statistical skill sets within the department 

and on a wider basis where necessary.  

 

 To assist the Information Senior Manager in the development of specific 

effective and efficient information flows and the exploitation of all 

existing data sources and to manage the development of data collection 

and analysis systems in new areas 

 

 Assist the Information Senior Manager in the development and 

management of new benchmarking systems and analysis and to 



collaborate closely with services to ensure effective introduction and 

use. 

 

 To manage the process of developing ad-hoc reports on all trust client 

record databases and to ensure that access to  ad-hoc reporting 

resources is prioritised in line with the trusts clinical and managerial 

objectives 

 

 To ensure that reporting content and profiles supports the Trusts clinical, 

and managerial objectives including performance management. 

 

 To facilitate in collaboration with the Information Technology the 

development of the warehousing of all Trust data systems 

 

 To develop and ensure delivery of a set of key objectives and targets for 

the information reporting functions 

 

 To support IT in developing information functionality in support of Trusts 

clinical and managerial objectives 

 

 To develop direct access to standard reports by a wide range of clinical 

and managerial staff and support these staff in maximising their 

reporting capability 

 

 To identify new and innovative ways for information services to produce 

information and  develop functionality and empower other users to 

access information resources. Specifically to collaborate to enhance 

availability of up to data and mobile access to information. 

Collaborative working 

 Work closely with Divisional teams across corporate functions on all 

aspects of information production and development and to drive 

improvement in information use. 

 Ensure information systems and srvices support the development of 

clinical and service networks 

 Represent the Trust in collaborative working groups involving DoH, HSC 

Trusts and other stakeholders as required 

Communication and information management 



 To develop and manage the performance management arrangements 

for the information production and development functions within the 

Belfast Trust 

 Take lead on the development of robust communication systems to 

support and promote the information service functions 

 

 Assist Information Senior Manager to develop and implement robust 

monitoring systems on matters relating to the information production and 

development strategies, objectives and targets 

Quality 

 To collaborate with the Information Services Manager (Governance)in 

order to ensure that robust standards and systems of governance exist 

for the information management function. 

  

 To collaborate with Information Services Manager to ensure information 

strategies and objectives take cognisance of national and regional data 

standards and guidelines. 

 

 Participate fully in Trust wide quality initiatives particularly that require 

information support 

Financial and Resource Management 
• Ensure the monthly payment schedules are managed 

appropriately. 
 
• Support planning and finance colleagues in Service Level 

Agreement and Service Budget Agreement (SBA) negotiations. 
 
• Take budget responsibility for relevant staff and function. 

 
•      To secure estimates of exceptional income and expenditure for         

     the incoming financial year to inform contract negotiations. 
 
People Management and Development 

• Ensure staffing structures support a culture of effective team working, 
staff recognition, continuous improvement and innovation. 
 

• Lead by example in practicing the highest standards of conduct in 
accordance with the code of conduct for HPSS managers. 

 



 
• Participate in the Trust’s Staff Development and Performance 

Review Scheme.  Review individually on a regular basis the 
performance of immediately subordinate staff.  Provide guidance on 
personal development requirements and advise on and initiate, 
where appropriate, further training. 

 
• Ensure that the review of performance identified is about 

performance for all levels of staff within the Trust in accordance with 
the Trust Board’s policy. 

 
• Maintain good staff relationships and morale amongst the staff 

reporting to him/her. 
 
• Where appropriate, review the organisational plan and establishment 

levels and ensure that each is consistent with achieving objectives 
and recommend change where appropriate. 

 
• Delegate appropriate responsibility and authority to the level of staff 

within his/her control consistent with effective decision making whilst 
retaining responsibility and accountability for results. 

 
• Participate as required in the selection and appointment of staff 

reporting to him/her in accordance with procedures laid down by the 
Trust. 

 
• Take such action as may be necessary in disciplinary matters in 

accordance with procedures laid down by the Trust. 
 
• Promote the Trust’s policy on equality of opportunity through his/her 

own actions and ensure that this policy is adhered to by staff for 
whom he/she has responsibility. 

 

 
 

 
 
 
 
 
 
 
 



General Responsibilities 
 
Employees of the Trust are required to promote and support the mission and 
vision of the service for which they are responsible and: 
 

 At all times provide a caring service and to treat those with whom they 
come into contact in a courteous and respectful manner. 

 
 Demonstrate their commitment by their regular attendance and the 

efficient completion of all tasks allocated to them. 
 
 Comply with the Trust’s Smoke Free Policy. 
 
 Carry out their duties and responsibilities in compliance with the Health 

and Safety Policies and Statutory Regulations. 
 
 Adhere to Equality and Good Relations duties throughout the course of 

their employment. 
 
 Ensure the ongoing confidence of the public in-service provision. 
 
 Maintain high standards of personal accountability. 
 
 Comply with the HPSS Code of Conduct. 

 
Records Management 
 

All employees of Belfast Health & Social Care Trust are legally responsible for 
all records held, created or used as part of their business within the Belfast 
Health and Social Care Trust, including patient/client, corporate and 
administrative records whether paper based or electronic and also including e-
mails.  All such records are public records and are accessible to the general 
public, with limited exceptions, under the Freedom of Information Act 2000, the 
Environment Regulations 2004, Data Protection Act 1998 and GDPR (2018).  
Employees are required to be conversant with the Belfast Health and Social 
Care Trust policy and procedure on records management and to seek advice if 
in doubt. 
 

Environmental Cleaning Strategy 
 

The Trusts Environmental Cleaning Strategy recognizes the key principle that 
“Cleanliness matters is everyone’s responsibility, not just the cleaners” Whilst 
there are staff employed who are responsible for cleaning services, all Trust 
staff have a responsibility to ensure a clean, comfortable, safe environment for 



patients, clients, residents, visitors, staff and members of the general public. 
 
Infection Prevention and Control 
 

The Belfast Trust is committed to reducing Healthcare associated infections 
(HCAIs) and all staff have a part to play in making this happen. Staff must 
comply with all policies in relation to Infection Prevention and Control and with 
ongoing reduction strategies.  Standard Infection Prevention and Control 
Precautions must be used at all times to ensure the safety of patients and 
staff. 
 
This includes:- 

 Cleaning hands either with soap and water or a hand sanitiser at the 
appropriate times (WHO ‘5 moments’); 

 Using the correct ‘7 step’ hand hygiene technique; 
 Being ‘bare below the elbows’ when in a clinical environment; 
 Following Trust policies and the Regional Infection Control Manual 

(found on intranet); 
 Wearing the correct Personal Protective Equipment (PPE); 
 Ensuring correct handling and disposal of waste (including sharps)  and 

laundry; 
 Ensuring all medical devices (equipment) are decontaminated 

appropriately i.e. cleaned, disinfected and/or sterilised; 
 Ensuring compliance with High Impact Interventions. 

 

Values 
 
The Belfast Trust aims to recruit staff not only with the right skills but also with 
the right values to ensure the delivery of excellent patient care and experience. 
Staff will be expected to be committed to provide safe, effective, 
compassionate and person centered care by:-  

 
 Treating Everyone with Dignity and Respect 
 
 Displaying Openness and Trust 
 
 Being Accountable 
 
 Being Leading Edge 
 
 Maximising Learning and Development 

 

By embedding the above values we will make a significant contribution to the 
delivery of the Trust’s Vision. 



 

Personal Public Involvement  
 
Staff members are expected to involve patients, clients, carers and the wider 
community were relevant, in developing, planning and delivering our services 
in a meaningful and effective way, as part of the Trust’s ongoing commitment 
to Personal Public Involvement (PPI). 
 

Please use the link below to access the PPI standards leaflet for further 
information. 
 

http://www.publichealth.hscni.net/sites/default/files/PPI_leaflet.pdf 
 
Clause: This job description is not meant to be definitive and may be 

amended to meet the changing needs of the Belfast Health 
and Social Care Trust. 

http://www.publichealth.hscni.net/sites/default/files/PPI_leaflet.pdf


 
 

PERSONNEL SPECIFICATION 
 

JOB TITLE AND BAND: Information Services Manager 
                                       Band 8A  
 

DEPARTMENT / DIRECTORATE  
 
 

Notes to applicants:  

1. You must clearly demonstrate on your application form under each question, how you meet 
the required criteria as failure to do so may result in you not being shortlisted. You should 
clearly demonstrate this for both the essential and desirable criteria. 

2. Shortlisting will be carried out on the basis of the essential criteria set out in Section 1 below, 
using the information provided by you on your application form.  Please note the Trust 
reserves the right to use any desirable criteria outlined in Section 3 at shortlisting.  You must 
clearly demonstrate on your application form how you meet the desirable criteria. 

3. Proof of qualifications and/or professional registration will be required if an offer of 
employment is made – if you are unable to provide this, the offer may be withdrawn. 

 

ESSENTIAL CRITERIA 
 

SECTION 1: The following are ESSENTIAL criteria which will initially be measured at 
shortlisting stage although may also be further explored during the interview/selection 
stage.  You should therefore make it clear on your application form whether or not you 
meet these criteria. Failure to do so may result in you not being shortlisted. The stage in 
the process when the criteria will be measured is stated below. 

Factor Criteria 

Ideally no more than 6-8 criteria in this section 

Method of 
Assessment 

Qualifications/ 

Experience/ 

Other  

 

Have a relevant degree or professional 
qualification and have worked for at least 2 
years in the last 5 years in a Health Service 
senior Information management role. 
or 

Have worked for at least 4 years in the last 
5 years in a Senior Information 
Management role within the Health and 
Social Care Organisation. 

 

Shortlisting by 
Application Form 



Successfully demonstrated people 
management, governance, leadership, 
budgetary and organizational skills for a 
minimum of 2 years. 

 

Have excellent communication skills, both 
orally and in writing. 
 
Demonstrate technical expertise in the 
production of information analysis 
applications using Excel, SPSS, SQL, 
Access or Business Objects 
 
Have worked with a diverse range of 
stakeholders, both internally and externally 
to the organization, to achieve successful 
outcomes. 
 
Current driving licence and access to a car.  
This criterion will be waived in the case of 
an applicant whose disability prohibits 
driving but who is able to organise suitable 
alternative arrangements 
 
 

Qualifications/ 
Registration 

 
Incorporated in Section 1 
Qualifications/Experience/Other 

 

Shortlisting by 
Application Form 

Other Incorporated in Section 1 
Qualifications/Experience/Other 

 

Shortlisting by 
Application Form 

SECTION 2: The following are ESSENTIAL criteria which will be measured during the 
interview/ selection stage: 

Skills / 
Abilities/ 

Knowledge 

Have a relevant degree or professional 
qualification and have worked for at least 2 
years in the last 5 years in a Health Service 
senior Information management role. 
 

Or 

 

Have worked for at least 4 years in the last 

Interview / Test 



5 years in a Senior Information 
Management role within the Health and 
Social Care Organisation. 

 

Successfully demonstrated people 
management, governance, leadership, 
budgetary and organizational skills for a 
minimum of 2 years. 

 

Have excellent communication skills, both 
orally and in writing. 
 
Demonstrate technical expertise in the 
production of information analysis 
applications using Excel, SPSS, SQL, 
Access or Business Objects 
 

Have worked with a diverse range of 

stakeholders, both internally and externally 

to the organization, to achieve successful 

outcomes 

 

 

Knowledge Incorporated in Section 2 
Skills/Abilities/Knowledge 
 

 

Interview / Test 

 

DESIRABLE CRITERIA 
 

SECTION 3: these will ONLY be used where it is necessary to introduce additional job related 
criteria to ensure files are manageable. You should therefore make it clear on your application 
form how you meet these criteria. Failure to do so may result in you not being shortlisted 

Factor Criteria Method of 
Assessment 

Experience  

 

Manager should insert quantifiable and well defined 
criteria in relation to qualifications, experience > 

Ideally no more than 2-3 criteria in this section 

Shortlisting by 
Application Form 

Qualifications Include equivalencies where necessary Shortlisting by 



 Application Form 

 

 
VALUE BASED RECRUITMENT 
 
* Values Based Recruitment is a process adopted by the Belfast Trust to 
attract and select employees on the basis that their individual values and 
behaviours align with those of the Trust and incorporating the Healthcare 
Leadership Model. 
 
It focuses on the ‘how’ and ‘why’ people do what they do. 
 
Candidates who are short-listed for interview will need to demonstrate at 
interview that they have the required knowledge, skills, competencies and 
values to be effective in this new role. 
 
In answering the value based questions you have the opportunity to share 
examples of when you have demonstrated values relevant to the Belfast Trust. 
 
 



Belfast HSC Trust Values 
 

Whilst employees will be expected to portray all the values, particular attention is 
drawn to the following values for this role: (Delete those values not being 
assessed for this role) 

 
RESPECT & DIGNITY 

 Being respectful to others 

 Showing compassion to those who are suffering 

 Acting fairly and even-handed 

 Acknowledging the good work of others 

 Supporting others to achieve positive results 
 

 
OPENNESS & TRUST 

 Communicating openly and consistently 

 Listening to the opinions of others and acting sensitively 

 Being trustworthy & genuine 

 Ensuring that appropriate information is shared honestly 
 

 
ACCOUNTABILITY 

 Taking responsibility for your own decisions and actions 

 Openly admitting your mistakes and learning from them 

 Using all available resources appropriately 

 Challenging failures and poor practice courageously 
 

 
LEADING EDGE 

 Actively seeking out innovative practice 

 Participate in new approaches & service development opportunities 

 Share best practice with others 

 Promote the Trust as a centre of excellence 
 

 
MAXIMISING LEARNING & DEVELOPMENT 

 Act as a role model for the development of others 

 Continuing to challenge my own practice 

 Fulfil my own statutory mandatory training requirements 

 Actively support the development of others 
 
 



INCLUDE FOR SENIOR POSTS (Band 8a or above) IF RELEVANT 
Candidates who are shortlisted for interview will need to demonstrate at interview 
that they have the required competencies to be effective in this demanding 
leadership role.  The competencies concerned are set out in the NHS Healthcare 
Leadership Model, details of which can be found at 
http://www.leadershipacademy.nhs.uk/resources/healthcare-leadership-model.  
Particular attention will be given to the following dimensions: 
 

 Inspiring shared purpose 

 Leading with care 

 Evaluating information 

 Connecting our service 

 Sharing the vision 

 Engaging the team 

 Holding to account 

 Developing capability 

 Influencing for results. 

 
 
 
NOTE: 
Where educational/professional qualifications form part of the criteria you will be 
required, if shortlisted for interview, to produce original certificates, and one 
photocopy of same, issued by the appropriate authority. Only those certificates 
relevant to the shortlisting criteria should be produced. If educational certificates 
are not available an original letter and photocopy of same detailing examination 
results from your school or college will be accepted as an alternative. 
 
If successful you will be required to produce documentary evidence that you are 
legally entitled to live and work in the United Kingdom. This documentation can be 
a P45, payslip, National Insurance Card or a birth certificate confirming birth in the 
United Kingdom or the Republic of Ireland. Failure to produce evidence will result 
in a non-appointment. 
 

 

 

 

 

 

 

 

 

http://www.leadershipacademy.nhs.uk/resources/healthcare-leadership-model


 

 
 

JOB DESCRIPTION 
 
 

POST: Planning and Performance Manager 
  
LOCATION: Knockbracken Healthcare Park 
 
BAND: 8a  

Temporary position for 12 months to cover 
maternity leave.  Potential secondment opportunity 
for 12 months.  For secondment the applicant 
should have obtained the permission of their line 
manager prior to submission of application. 

 
REPORTS TO: Senior Manager Planning and Contracts 
 
RESPONSIBLE TO: Co-Director of Planning & Performance 
  

 
JOB SUMMARY / MAIN PURPOSE: 
The Planning and Performance Manager will support the Co-Director of Planning and 
Performance and the Senior Manager Planning and Contracts in the development, 
implementation and operation of the Belfast Trusts planning, performance and 
contracts systems. The post holder will also have a lead role in identifying, leading 
and implementing service improvement and innovation initiatives, which will make a 
significant contribution to transformational change within services to support the 
delivery of more efficient and effective working, in line with the strategic services 
direction. The post holder will contribute to the development of robust systems and 
processes to ensure timely reporting, monitoring and quality assurance of data 
related to planning, performance, service improvement and contracting activities.   
 
As a senior manager within the Planning and Performance Team the postholder will 
contribute to the development and success of that team. 
 
 
 



Main Duties / Responsibilities 

Setting Direction 
 

 Support the development and operation of an efficient and effective Trust wide 
planning, performance and contracts system which supports the 
achievement of the Trusts objectives. 

 

 Work with directorates to develop reporting systems within the Trust to ensure 
robust monitoring of Trust planning, performance, service improvement and 
contracting activities against key internal and external targets. 

 

 Provide advice and guidance to Directorates and other stakeholders in relation 
to planning, performance, service improvement and contracting activities. 

 

 Lead and develop business cases in conjunction with Directorates as required 
in relation to Trust priorities. 

 

 Support and lead the implementation of service developments with 
Directorates.  

 

 Lead and participate in specific service improvement and innovation projects 
associated with Trust priorities as required. 

 
 

Service Delivery  
 

 In conjunction with the Co-Director, develop the Trusts service planning, 
performance, improvement and contracts plans which reflect the Trusts 
overall goals. 

 

 Lead and Co-ordinate procurement arrangements in relation to contracts with 
independent sector organisations. 

 

 Produce reports as required in relation to planning, performance, service 
improvement and contracts activities for both internal and external 
stakeholders as required. 

 

 Liaise directly with directorates in relation to issues arising from reports to 
agree any actions required. 

 
Development and Innovation 
 

 Work closely with Commissioners, DOH and Trust colleagues to support 
service planning, performance, service improvement and contracts 
processes in line with best practice. 



 Contribute to planning, performance and contracts review meetings with 
Directorates and commissioners and other stakeholders. 

 

 Utilize new technology and software to provide innovative ways of rapidly 
reporting progress against planning / contracts and performance areas. 

 
Collaborative Working 
 

 Work closely with the Co-Directors, Planning and Performance Managers and 
Service Managers across services and corporate functions on aspects of 
service planning, performance management and contract monitoring within the 
Trust. 
 

 Liaise with the Health and Social Care Board, DOH, Commissioners and other 
stakeholders on issues relating to service planning, performance management 
and contracts within the Trust. 

 

 Represent the Trust, as appropriate, on external groups, related to relevant 
areas of work. 

 
Communication  
 

Contribute to the establishment of robust communication systems, within the Trust 
to support all aspects of service planning, performance management, service 
improvement and contracts activities. 

 
Quality 
 

 Ensure performance and service improvement objectives, KPI’s and targets 
take cognizance of national and regional standards available from reports and 
organizations such as National Service Frameworks, VFM studies, NICE, 
CREST, etc. 
 

 Support the development of the planning, performance, improvement and 
contracts systems to increasingly focus on and deliver improved outcomes in 
health and social care. 

 

 Ensure high standards of Governance in all aspects of service delivery and 
management. 

 
Financial and Resource Management  
 

 To ensure value for money in relation to service planning and contract 
activities. 
 

 Take budget responsibility for relevant staff and function. 



 
People Management and Development  
 

 Work effectively as a team member.  Ensure the staff structures support a 
culture of effective team working, staff recognition, continuous improvement 
and innovation. 
 

 Lead by example in practicing the highest standards of conduct in accordance 
with the code of conduct for HPSS managers. 

 

 Participate in the Trust’s Staff Development and Performance Review 
Scheme.  Review individually on a regular basis the performance of 
immediately subordinate staff.  Provide guidance on personal development 
requirements and advise on and initiate, where appropriate, further training. 

 

 Ensure that the review of performance identified above is performed for all 
levels of staff within the Trust in accordance with the Trust Board’s policy. 

 

 Maintain good staff relationships and morale amongst the staff reporting to 
him/her. 
 
 

 Where appropriate, review the organizational plan and establishment levels 
and ensure that each is consistent with achieving objectives and recommend 
change where appropriate. 

 

 Delegate appropriate responsibility and authority to the level of staff within 
his/her control consistent with effective decision making whilst retaining 
responsibility and accountability for results. 

 

 Participate as required in the selection and appointment of staff reporting to 
him/her in accordance with procedures laid down by the Trust. 

 

 Promote the Trust’s policy on equality of opportunity through his/her own 
actions and ensure that this policy is adhered to by staff for whom he/she has 
responsibility. 

 
 

General Responsibilities 
 
 
Employees of the Trust are required to promote and support the mission and 
vision of the service for which they are responsible and: 
 

 At all times provide a caring service and to treat those with whom they 
come into contact in a courteous and respectful manner. 



 
 Demonstrate their commitment by their regular attendance and the 

efficient completion of all tasks allocated to them. 
 
 Comply with the Trust’s Smoke Free Policy. 
 
 Carry out their duties and responsibilities in compliance with the Health 

and Safety Policies and Statutory Regulations. 
 
 Adhere to Equality and Good Relations duties throughout the course of 

their employment. 
 
 Ensure the ongoing confidence of the public in-service provision. 
 
 Maintain high standards of personal accountability. 
 
 Comply with the HPSS Code of Conduct. 

 
Records Management 
 

All employees of Belfast Health & Social Care Trust are legally responsible for 
all records held, created or used as part of their business within the Belfast 
Health and Social Care Trust, including patient/client, corporate and 
administrative records whether paper based or electronic and also including e-
mails.  All such records are public records and are accessible to the general 
public, with limited exceptions, under the Freedom of Information Act 2000, the 
Environment Regulations 2004, Data Protection Act 1998 and GDPR (2018).  
Employees are required to be conversant with the Belfast Health and Social 
Care Trust policy and procedure on records management and to seek advice if 
in doubt. 
 

Environmental Cleaning Strategy 
 

The Trusts Environmental Cleaning Strategy recognizes the key principle that 
“Cleanliness matters is everyone’s responsibility, not just the cleaners” Whilst 
there are staff employed who are responsible for cleaning services, all Trust 
staff have a responsibility to ensure a clean, comfortable, safe environment for 
patients, clients, residents, visitors, staff and members of the general public. 
 
Infection Prevention and Control 
 

The Belfast Trust is committed to reducing Healthcare associated infections 
(HCAIs) and all staff have a part to play in making this happen. Staff must 
comply with all policies in relation to Infection Prevention and Control and with 



ongoing reduction strategies.  Standard Infection Prevention and Control 
Precautions must be used at all times to ensure the safety of patients and 
staff. 
 
 
This includes:- 

 Cleaning hands either with soap and water or a hand sanitiser at the 
appropriate times (WHO ‘5 moments’); 

 Using the correct ‘7 step’ hand hygiene technique; 
 Being ‘bare below the elbows’ when in a clinical environment; 
 Following Trust policies and the Regional Infection Control Manual 

(found on intranet); 
 Wearing the correct Personal Protective Equipment (PPE); 
 Ensuring correct handling and disposal of waste (including sharps)  and 

laundry; 
 Ensuring all medical devices (equipment) are decontaminated 

appropriately i.e. cleaned, disinfected and/or sterilised; 
 Ensuring compliance with High Impact Interventions. 

 

Values 
 
The Belfast Trust aims to recruit staff not only with the right skills but also with 
the right values to ensure the delivery of excellent patient care and experience. 
Staff will be expected to be committed to provide safe, effective, 
compassionate and person centered care by:-  

 
 Treating Everyone with Dignity and Respect 
 
 Displaying Openness and Trust 
 
 Being Accountable 
 
 Being Leading Edge 
 
 Maximising Learning and Development 

 

By embedding the above values we will make a significant contribution to the 
delivery of the Trust’s Vision. 
 

Personal Public Involvement  
 
Staff members are expected to involve patients, clients, carers and the wider 
community were relevant, in developing, planning and delivering our services 
in a meaningful and effective way, as part of the Trust’s ongoing commitment 



to Personal Public Involvement (PPI). 
 

Please use the link below to access the PPI standards leaflet for further 
information. 
 

http://www.publichealth.hscni.net/sites/default/files/PPI_leaflet.pdf 
 
Clause: This job description is not meant to be definitive and may be 

amended to meet the changing needs of the Belfast Health 
and Social Care Trust. 

http://www.publichealth.hscni.net/sites/default/files/PPI_leaflet.pdf


 
 

PERSONNEL SPECIFICATION 
 

JOB TITLE:  Planning & Performance Manager 
 
BAND 8a  
 

DEPARTMENT / DIRECTORATE: Performance Planning & Informatics   
 
 

Notes to applicants:  

1. You must clearly demonstrate on your application form under each question, how you meet 
the required criteria as failure to do so may result in you not being shortlisted. You should 
clearly demonstrate this for both the essential and desirable criteria. 

2. Shortlisting will be carried out on the basis of the essential criteria set out in Section 1 below, 
using the information provided by you on your application form.  Please note the Trust 
reserves the right to use any desirable criteria outlined in Section 3 at shortlisting.  You must 
clearly demonstrate on your application form how you meet the desirable criteria. 

3. Proof of qualifications and/or professional registration will be required if an offer of 
employment is made – if you are unable to provide this, the offer may be withdrawn. 

 

ESSENTIAL CRITERIA 
 

SECTION 1: The following are ESSENTIAL criteria which will initially be measured at 
shortlisting stage although may also be further explored during the interview/selection 
stage.  You should therefore make it clear on your application form whether or not you 
meet these criteria. Failure to do so may result in you not being shortlisted. The stage in 
the process when the criteria will be measured is stated below. 

Factor Criteria 

Ideally no more than 6-8 criteria in this section 

Method of 
Assessment 

Experience  

 

 

 Delivered against challenging 
performance management programmes 
for a minimum of 2 years meeting a 
range of key targets and making 
significant improvements.  

 Have 2 yeas extensive knowledge and 
experience in undertaking contracting 
activities with independent sector 
providers related to service delivery 

Shortlisting by 
Application Form 



within HSC. 

 Successfully demonstrated people 
management, governance, leadership 
and organisational skills for a minimum 
of 2 years.  

 Experience of financial management 
and budgetary control in a major 
complex organisation  

 Knowledge and experience of service 
improvement methodologies 

 Have worked with a diverse range of 
stakeholders, both internally and 
externally to the organization, to achieve 
successful outcomes. 

 Computer experience ie word 
processing / spreadsheets 

 Knowledge of health service patient / 
client information systems  
 
 

Qualifications/ 
Registration 

 

 Hold a university degree or relevant 
professional qualification at graduate or 
diploma level, and have 2 years’ 
experience in a senior management role 
in a large organization* 
 

           OR 
 

 Have at least 5 years’ experience in a 
senior management role in a large 
organization* 

 
 
* Senior management is defined as band 7 or 
equivalent salary band.  

 

Shortlisting by 
Application Form 

Other  Current driving licence and access to a 
car.  This criterion will be waived in the 
case of an applicant whose disability 
prohibits driving but who is able to 
organise suitable alternative 
arrangements 

 

Shortlisting by 
Application Form 

SECTION 2: The following are ESSENTIAL criteria which will be measured during the 
interview/ selection stage: 



Skills / 
Abilities 

 Delivered against challenging 
performance management programmes 
for a minimum of 2 years meeting a 
range of key targets and making 
significant improvements Successfully 
demonstrated people management, 
governance, leadership and 
organisational skills for a minimum of 2 
years.  

 Successfully demonstrated people 
management, governance, leadership 
and organisational skills for a minimum 
of 2 years.  

 Computer experience ie word 
processing / spreadsheets 

 Have excellent communication skills, 
both orally and in writing. 
 

 

Interview / 
Shortlisting 

Knowledge  Experience of financial management 
and budgetary control in a major 
complex organisation  

 Knowledge and experience of service 
improvement methodologies 

 Have worked with a diverse range of 
stakeholders, both internally and 
externally to the organization, to achieve 
successful outcomes 

 Knowledge of health service patient / 
client information systems  
 

 

 

Interview / 
Shortlisting 

 
 
 
 
 
 
 
 
 
 
 
 



VALUE BASED RECRUITMENT 
 
* Values Based Recruitment is a process adopted by the Belfast Trust to 
attract and select employees on the basis that their individual values and 
behaviours align with those of the Trust and incorporating the Healthcare 
Leadership Model. 
 
It focuses on the ‘how’ and ‘why’ people do what they do. 
 
Candidates who are short-listed for interview will need to demonstrate at 
interview that they have the required knowledge, skills, competencies and 
values to be effective in this new role. 
 
In answering the value based questions you have the opportunity to share 
examples of when you have demonstrated values relevant to the Belfast Trust. 
 
 



Belfast HSC Trust Values 
 

Whilst employees will be expected to portray all the values, particular attention is 
drawn to the following values for this role: (Delete those values not being 
assessed for this role) 

 
RESPECT & DIGNITY 

 Being respectful to others 

 Showing compassion to those who are suffering 

 Acting fairly and even-handed 

 Acknowledging the good work of others 

 Supporting others to achieve positive results 
 

 
OPENNESS & TRUST 

 Communicating openly and consistently 

 Listening to the opinions of others and acting sensitively 

 Being trustworthy & genuine 

 Ensuring that appropriate information is shared honestly 
 

 
ACCOUNTABILITY 

 Taking responsibility for your own decisions and actions 

 Openly admitting your mistakes and learning from them 

 Using all available resources appropriately 

 Challenging failures and poor practice courageously 
 

 
LEADING EDGE 

 Actively seeking out innovative practice 

 Participate in new approaches & service development opportunities 

 Share best practice with others 

 Promote the Trust as a centre of excellence 
 

 
MAXIMISING LEARNING & DEVELOPMENT 

 Act as a role model for the development of others 

 Continuing to challenge my own practice 

 Fulfil my own statutory mandatory training requirements 

 Actively support the development of others 
 
 



INCLUDE FOR SENIOR POSTS (Band 8a or above) IF RELEVANT 
Candidates who are shortlisted for interview will need to demonstrate at interview 
that they have the required competencies to be effective in this demanding 
leadership role.  The competencies concerned are set out in the NHS Healthcare 
Leadership Model, details of which can be found at 
http://www.leadershipacademy.nhs.uk/resources/healthcare-leadership-model.  
Particular attention will be given to the following dimensions: 
 

 Inspiring shared purpose 

 Leading with care 

 Evaluating information 

 Connecting our service 

 Sharing the vision 

 Engaging the team 

 Holding to account 

 Developing capability 

 Influencing for results. 

 
 
 
NOTE: 
Where educational/professional qualifications form part of the criteria you will be 
required, if shortlisted for interview, to produce original certificates, and one 
photocopy of same, issued by the appropriate authority. Only those certificates 
relevant to the shortlisting criteria should be produced. If educational certificates 
are not available an original letter and photocopy of same detailing examination 
results from your school or college will be accepted as an alternative. 
 
If successful you will be required to produce documentary evidence that you are 
legally entitled to live and work in the United Kingdom. This documentation can be 
a P45, payslip, National Insurance Card or a birth certificate confirming birth in the 
United Kingdom or the Republic of Ireland. Failure to produce evidence will result 
in a non-appointment. 
 

 

 

 

 

 

 

 

 

http://www.leadershipacademy.nhs.uk/resources/healthcare-leadership-model


 
 

JOB DESCRIPTION 
 
 

POST: Planning and Performance Manager 
  
LOCATION: Knockbracken Healthcare Park 
 
BAND: 8a (Permanent Post) 

*A waiting list may be created from this process.  
This waiting list will be used to fill any permanent 
or temporary posts at this level within the 
Performance & Planning Department within the next 
12 months. 

 
REPORTS TO: Senior Manager Contracts and Planning 
 
RESPONSIBLE TO: Co-Director of Performance & Planning 
  
 
JOB SUMMARY 
 
The Planning & Contracts Manager will support the Co-Director of Performance and 
Planning and Senior Contracts Manager in the development, implementation and 
operation of the Belfast Trusts service planning, performance and contracts systems.  
The postholder will contribute to the development of robust systems and processes 
to ensure timely reporting, monitoring and quality assurance of data related to service 
planning, performance and contracts.  The postholder will manage a small team to 
support service planning, performance and contracts processes, particularly related 
to the community sector. The post holder will have particular responsibility for 
procurement and contract management arrangements related to contracts with 
independent sector providers, delivering a range of community and other services.  
 
As a senior manager within the Performance and Planning Team the postholder will 
contribute to the development and success of that team. 

 
 

 

 

 



 

KEY RESULT AREAS 

 
Setting Direction 
 

 Develop in conjunction with the Co-Director of Performance/Planning and 
Senior Manager Contracts/Planning, an efficient and effective Trust wide 
service planning and contracts system which supports the achievement of the 
Trusts objectives. 
 

 Work with service managers to develop systems within the Trust to ensure 
Trust contracts / planning / performance processes support the achievement 
of key internal and external targets. 
 

 Lead on the development and implementation of procurement strategies within 
the Trust, particularly related to independent sector providers, (including 
private, community and voluntary sector organisations). 

 

 Provide advice and guidance to service managers and other stakeholders in 
relation to areas of responsibility and in particular related to service 
procurement arrangements within the Trust. 

 

 Develop service planning business revenue cases and post project 
evaluations in conjunction with service managers as required in relation to 
Trust priorities. 
 

 Liaise closely with Business Service Organisation (BSO) staff in taking forward 
the procurement initiatives to ensure appropriate processes are followed at all 
time. 
 
 

Service Delivery  
 

 Lead and Co-ordinate procurement activities undertaken in relation to 
contracts with independent sector organisations.  
 

 Work with the Service managers across Elderly, Learning Disability, Mental 
Health, Physical Disability, Children’s POCs and Informatics to ensure that 
robust systems and processes are in place to ensure the establishment of 
accurate activity baselines to facilitate procurement and contract monitoring. 
 

 Ensure robust systems and processes in place relating to the monitoring of 
services provided by independent sector organisations.  
 



 Produce reports as required in relation to planning / contracts and 
performance for both internal and external stakeholders as required related to 
areas of work. 

 

 Liaise directly with Service Managers in relation to issues arising from reports 
to agree any action required. 
 

 Take a lead role in contracts / service planning and performance review 
meetings with service managers and providers. 

 
Development and Innovation 
 

 Work closely with Commissioners, DHSSPS and Trust colleagues to support 
service planning, contracts and performance processes in line with best 
practice. 
 

 Vitalise new technology and software to provide innovative ways of working. 
 

 Lead on the compilation, analysis and presentation of statistical information to 
inform procurement, contracting and planning processes across programmes 
of care i.e. Elderly, Learning Disability, Mental Health, Physical Disability and 
Children’s Services as appropriate. 

 

 Lead, with IT the development and implementation of the information systems 
requirements to support the delivery and monitoring of the agreed model of 
services. 
 

 To participate on behalf of the Trust on the Health and Social Care Regional 
Project Group in the research and development of a domiciliary care 
brokerage system to monitor domiciliary care contracts and to take a lead role 
in implementation of a brokerage system within the Trust. 

 

Collaborative Working 

 

 Work closely with the Co-Directors and Planning and Performance Managers 
and Service Managers across services and corporate functions on aspects of 
service planning / contracts and performance management and monitoring 
within the Trust. 
 

 Liaise with the Health and Social Care Board, DHSSPS, Commissioners and 
other stakeholders on issues relating to service planning / contracts and 
performance management and monitoring within the Trust. 

 

 Represent the Trust, as appropriate, on external groups, related to relevant 
areas of work. 



 

 Support Directorates to set up and monitor Service Level Agreements with 
other Health and Social Care Trusts in a timely manner and oversee annual 
contract meetings as appropriate. 

 
Communication  
 

 Contribute to the establishment of robust communication systems, within the 
Trust to support all aspects of service planning / contracts and performance 
management. 
 

 Contribute to the establishment of robust systems of communication 
processes with the HSCB, Primary Care and other stakeholders that support 
planning, performance and accountability requirements. 

 

Quality 

 

 Ensure performance objectives, KPI’s and targets take cognizance of national 
and regional standards available from reports and organizations such as 
National Service Frameworks, VFM studies, NICE, CREST, etc. 
 

 Support the development of the planning / procurement/ contracts and 
performance systems to increasingly focus on and deliver improved outcomes 
in health and social care. 
 

 To liaise with Service Managers to identify standards of governance required 
within contract service specifications. 
 

 Develop and maintain systems and processes to ensure that the quality of 
service delivered by external providers meets standards specified in contracts. 

 

 Ensure high standards of Governance in all aspects of service delivery and 
management, including ensuring service specifications incorporate required 
standards for services.  

 
 
 
Financial and Resource Management  
 

 To ensure value for money in relation to service planning, contract and 
procurement activities. 
 

 Take budget responsibility for relevant staff and function. 
 
 



 
People Management and Development  
 

 Work effectively as a team member.  Ensure the staff structures support a 
culture of effective team working, staff recognition, continuous improvement 
and innovation. 
 

 Lead by example in practicing the highest standards of conduct in accordance 
with the code of conduct for HPSS managers. 

 

 Participate in the Trust’s Staff Development and Performance Review 
Scheme.  Review individually on a regular basis the performance of 
immediately subordinate staff.  Provide guidance on personal development 
requirements and advise on and initiate, where appropriate, further training. 

 

 Ensure that the review of performance identified above is performed for all 
levels of staff within the Trust in accordance with the Trust Board’s policy. 

 

 Maintain good staff relationships and morale amongst the staff reporting to 
him/her. 
 
 

 Where appropriate, review the organizational plan and establishment levels 
and ensure that each is consistent with achieving objectives and recommend 
change where appropriate. 

 

 Delegate appropriate responsibility and authority to the level of staff within 
his/her control consistent with effective decision making whilst retaining 
responsibility and accountability for results. 

 

 Participate as required in the selection and appointment of staff reporting to 
him/her in accordance with procedures laid down by the Trust. 

 

 Promote the Trust’s policy on equality of opportunity through his/her own 
actions and ensure that this policy is adhered to by staff for whom he/she has 
responsibility. 

 

 

 

 

 

 

 

 

 



 
 

PERSONNEL SPECIFICATION 
 

JOB TITLE:  Planning & Contracts Manager 
 
BAND 8a  
 

DEPARTMENT / DIRECTORATE: Performance Planning & Informatics   
 
 

Notes to applicants:  

1. You must clearly demonstrate on your application form under each question, how you meet 
the required criteria as failure to do so may result in you not being shortlisted. You should 
clearly demonstrate this for both the essential and desirable criteria. 

2. Shortlisting will be carried out on the basis of the essential criteria set out in Section 1 below, 
using the information provided by you on your application form.  Please note the Trust 
reserves the right to use any desirable criteria outlined in Section 3 at shortlisting.  You must 
clearly demonstrate on your application form how you meet the desirable criteria. 

3. Proof of qualifications and/or professional registration will be required if an offer of 
employment is made – if you are unable to provide this, the offer may be withdrawn. 

 

ESSENTIAL CRITERIA 
 

SECTION 1: The following are ESSENTIAL criteria which will initially be measured at 
shortlisting stage although may also be further explored during the interview/selection 
stage.  You should therefore make it clear on your application form whether or not you 
meet these criteria. Failure to do so may result in you not being shortlisted. The stage in 
the process when the criteria will be measured is stated below. 

Factor Criteria 

Ideally no more than 6-8 criteria in this section 

Method of 
Assessment 

Experience  

 

 

 Delivered against challenging 
performance management programmes 
for a minimum of 2 years meeting a 
range of key targets and making 
significant improvements.  

 Have 2 years extensive knowledge of 
and experience in undertaking 
contracting activities with independent 
sector providers related to service 

Shortlisting by 
Application Form 



ESSENTIAL CRITERIA 
 

SECTION 1: The following are ESSENTIAL criteria which will initially be measured at 
shortlisting stage although may also be further explored during the interview/selection 
stage.  You should therefore make it clear on your application form whether or not you 
meet these criteria. Failure to do so may result in you not being shortlisted. The stage in 
the process when the criteria will be measured is stated below. 

Factor Criteria 

Ideally no more than 6-8 criteria in this section 

Method of 
Assessment 

delivery within the HPSS within the last 
5 years. 

 Successfully demonstrated people 
management, governance, leadership 
and organisational skills for a minimum 
of 2 years.  

 Experience of financial management 
and budgetary control in a major 
complex organisation  

 Knowledge and experience of service 
improvement methodologies 

 Have worked with a diverse range of 
stakeholders, both internally and 
externally to the organization, to achieve 
successful outcomes. 

 Computer experience ie word 
processing / spreadsheets 

 Knowledge of health service patient / 
client information systems  

Qualifications/ 
Registration 

 

 Hold a university degree or relevant 
professional qualification at graduate or 
diploma level, and have 2 years’ 
experience in a senior management role 
in a large organization* 

           OR 

 Have at least 5 years’ experience in a 
senior management role in a large 
organization* 

 
 
* Senior management is defined as Agenda 
for Change Band 7 or equivalent salary 
band.  
 
 

Shortlisting by 
Application Form 



ESSENTIAL CRITERIA 
 

SECTION 1: The following are ESSENTIAL criteria which will initially be measured at 
shortlisting stage although may also be further explored during the interview/selection 
stage.  You should therefore make it clear on your application form whether or not you 
meet these criteria. Failure to do so may result in you not being shortlisted. The stage in 
the process when the criteria will be measured is stated below. 

Factor Criteria 

Ideally no more than 6-8 criteria in this section 

Method of 
Assessment 

Other  Current driving licence and access to a 
car.  This criterion will be waived in the 
case of an applicant whose disability 
prohibits driving but who is able to 
organise suitable alternative 
arrangements 

 

Shortlisting by 
Application Form 

SECTION 2: The following are ESSENTIAL criteria which will be measured during the 
interview/ selection stage: 

Skills / 
Abilities 

 Delivered against challenging 
performance management programmes 
for a minimum of 2 years meeting a 
range of key targets and making 
significant improvements.  

 Have 2 years extensive knowledge of 
and experience in undertaking 
contracting activities with independent 
sector providers related to service 
delivery within the HPSS within the last 
5 years. 

 Successfully demonstrated people 
management, governance, leadership 
and organisational skills for a minimum 
of 2 years.  

 Computer experience ie word 
processing / spreadsheets 

 Have excellent communication skills, 
both orally and in writing. 
 

 

Interview / 
Shortlisting 

Knowledge  Experience of financial management 
and budgetary control in a major 
complex organisation  

 Knowledge and experience of 
contracting processes 

 Have worked with a diverse range of 

Interview / 
Shortlisting 



ESSENTIAL CRITERIA 
 

SECTION 1: The following are ESSENTIAL criteria which will initially be measured at 
shortlisting stage although may also be further explored during the interview/selection 
stage.  You should therefore make it clear on your application form whether or not you 
meet these criteria. Failure to do so may result in you not being shortlisted. The stage in 
the process when the criteria will be measured is stated below. 

Factor Criteria 

Ideally no more than 6-8 criteria in this section 

Method of 
Assessment 

stakeholders, both internally and 
externally to the organization, to achieve 
successful outcomes 

 Knowledge of health service patient / 
client information systems  
 

 

 

 

 
VALUE BASED RECRUITMENT 
 
* Values Based Recruitment is a process adopted by the Belfast Trust to 
attract and select employees on the basis that their individual values and 
behaviours align with those of the Trust and incorporating the Healthcare 
Leadership Model. 
 
It focuses on the ‘how’ and ‘why’ people do what they do. 
 
Candidates who are short-listed for interview will need to demonstrate at 
interview that they have the required knowledge, skills, competencies and 
values to be effective in this new role. 
 
In answering the value based questions you have the opportunity to share 
examples of when you have demonstrated values relevant to the Belfast Trust. 
 
 



Belfast HSC Trust Values 
 

Whilst employees will be expected to portray all the values, particular attention is 
drawn to the following values for this role: (Delete those values not being 
assessed for this role) 

 
RESPECT & DIGNITY 

 Being respectful to others 

 Showing compassion to those who are suffering 

 Acting fairly and even-handed 

 Acknowledging the good work of others 

 Supporting others to achieve positive results 
 

 
OPENNESS & TRUST 

 Communicating openly and consistently 

 Listening to the opinions of others and acting sensitively 

 Being trustworthy & genuine 

 Ensuring that appropriate information is shared honestly 
 

 
ACCOUNTABILITY 

 Taking responsibility for your own decisions and actions 

 Openly admitting your mistakes and learning from them 

 Using all available resources appropriately 

 Challenging failures and poor practice courageously 
 

 
LEADING EDGE 

 Actively seeking out innovative practice 

 Participate in new approaches & service development opportunities 

 Share best practice with others 

 Promote the Trust as a centre of excellence 
 

 
MAXIMISING LEARNING & DEVELOPMENT 

 Act as a role model for the development of others 

 Continuing to challenge my own practice 

 Fulfil my own statutory mandatory training requirements 

 Actively support the development of others 
 
 



INCLUDE FOR SENIOR POSTS (Band 8a or above) IF RELEVANT 
Candidates who are shortlisted for interview will need to demonstrate at interview 
that they have the required competencies to be effective in this demanding 
leadership role.  The competencies concerned are set out in the NHS Healthcare 
Leadership Model, details of which can be found at 
http://www.leadershipacademy.nhs.uk/resources/healthcare-leadership-model.  
Particular attention will be given to the following dimensions: 
 

 Inspiring shared purpose 

 Leading with care 

 Evaluating information 

 Connecting our service 

 Sharing the vision 

 Engaging the team 

 Holding to account 

 Developing capability 

 Influencing for results. 

 
 
 
NOTE: 
Where educational/professional qualifications form part of the criteria you will be 
required, if shortlisted for interview, to produce original certificates, and one 
photocopy of same, issued by the appropriate authority. Only those certificates 
relevant to the shortlisting criteria should be produced. If educational certificates 
are not available an original letter and photocopy of same detailing examination 
results from your school or college will be accepted as an alternative. 
 
If successful you will be required to produce documentary evidence that you are 
legally entitled to live and work in the United Kingdom. This documentation can be 
a P45, payslip, National Insurance Card or a birth certificate confirming birth in the 
United Kingdom or the Republic of Ireland. Failure to produce evidence will result 
in a non-appointment. 
 

 

 

 

 

 

 

 

 

http://www.leadershipacademy.nhs.uk/resources/healthcare-leadership-model


















 
 

JOB DESCRIPTION 
 

POST:  Senior Manager Carers Service 
  

LOCATION: Belfast Trust location  
 
GRADE: Band 8a  
 
REPORTS TO Co-Director – Public Health  
  
RESPONSIBLE TO  Director of Planning, Performance and    
                                               Informatics 
 
 
JOB SUMMARY / MAIN PURPOSE: 
 

The Senior Manager Carers Services will be responsible to the Co-Director Public 
Health for leading on the development, co-ordination and delivery of high quality 
support services for carers across the Trust, including the implementation and 
monitoring of the Trusts carer strategy. He/she will be responsible for the operational 
management of a multidisciplinary team of staff who make up the carers service. 
 
He/she will work at a senior level and will have lead responsibility for ensuring active 
Trust compliance with current and emerging Department of Health policy 
commitments in relation to carers and will work to ensure that involvement and co-
production with carers is progressed within the Trust. 
 
The post holder will work closely with collective leadership teams to ensure that there 
is a strong culture and infrastructure to ensure that carers are identified and 
supported across all directorates and divisions. 
 
 
KEY DUTIES / RESPONSIBILITIES 
 
Setting Direction 
 
 

 To lead on the implementation of the Trusts carer strategy, ensuring that there 
is clear accountability and robust monitoring and evaluation. 



 

 To develop effective and productive relationships with carer and carer 
advocacy organisations, in support of the implementation of the Trust strategy 

 

 To identify examples of good practice in relation to carer support and seek to 
pilot these within BHSCT 
 

 Introduce and develop new ideas in response to carer need, taking 
responsibility for the implementation of new carer developments across the 
organization, working closely with the carer coordinators, collective leadership 
teams and other relevant partners 
 

 Promote culture change across the organisation, as required, to deliver the 
best service for carers and their families, promoting the value of engaging 
carers and working in partnership to develop truly carer friendly approach 
within BHSCT 
 

 Act as a champion for the carer agenda and provide strategic leadership in 
relation to carers issues 

 
 
 
Service Delivery 
 

 To demonstrate a consistent and strong focus on improving the quality of 
information, communication and support provided for carers within the Trust 
area 
 

 Be responsible for the management of the Trust carer services team and the 
associated budgets 

 

 To oversee the design, development and delivery of a range of Carers 
Information, Advice and Guidance, and Carers support services, ensuring they 
are developed in partnership with carers and delivered with a variety of partner 
organisations and community groups and to meet age, health condition and 
equality needs 
 

 To oversee the development in partnership with carers, programmes of 
awareness raising and training for staff 
 

 To design, facilitate and develop the capacity of  a carers network for Belfast 
to support co-production with carers within BHSCT 

 

 Be responsible for the management of relevant contracts/parts of contracts 
and grant funded programmes 
 



 
 

 Ensure clear arrangements are in place to support divisions at local level to 
deliver on the implementation of the Trust carer strategy 
 

 Oversee the development and maintenance of carer information systems 
 

 
 
Quality and Governance 
 

 Monitor and report, externally and internally, on outcomes and performance, 
including compiling and submitting contractual reports.  

 

• Ensure that the needs of local communities and groups are at the core 
of how Carer Services delivers its services and are in accordance with 
DHSSPS Quality standards for Health and Social Care and other 
relevant requirements. 

 
• Ensure high standards of governance in the team, to include compliance 

with controls assurance standards, the assessment and management of 
risk. 

 
• Ensure performance management arrangements are implemented.  
 
• Ensure the defining and monitoring of performance standards in 

contracts/service level agreements with independent service providers. 
 
• Ensure the management of complaints within the team complies with 

HPSS and Trust complaints procedures and is underpinned by 
transparency and a culture of continuous improvement. 

 
• Ensure the implementation of quality initiatives such as Investors in 

People and Charter Standards in the Carer Services team. 
 
 
 
Service Planning and Development 
 

• To develop and evidence the impact of strategic involvement indicators as a 
key part of patient / client quality and safety indicators 

 

• Set and manage performance against targets, including effective budget     
management.  
 



• Promote innovation and change to underpin the modernisation of Carer 
Services. 

 
• Develop a strategic plan for the promotion of Carer Services in the Trust 

in line with regional strategies and priorities. 
 
• Work closely with commissioners and stakeholders to secure their 

commitment and involvement in the development and implementation of 
Carer Services initiatives and service reforms. 

 
• Represent the Carer Services and/or Directorate in Trust and/or regional 

planning teams, as appropriate. 
 
 
 
Financial and Resource Management 
 

• Undertake responsibility for the management of the Carer Services 
Team budget, to include grant aid and service agreements with external 
organisations and the effective use of external sources of funding. 

 
• Ensure the effective implementation of all Trust financial policies and 

procedures within the Carer Services Team. 
 
• Participate in contract and service level negotiations with 

commissioners. 
 
• Ensure the effective management, use and maintenance of all physical 

assets in the Department. 
 
 
People Management 
 
 

• Provide clear leadership to staff within the Carer Services Team and 
ensure all services have a highly skilled, flexible and motivated 
workforce. 

 
• Work closely with Senior Human Resources staff to take forward the 

development and implementation of workforce planning and 
modernisation initiatives. 

 
• Ensure that management structures and practices in the Carer Services 

Team support a culture of effective team working, continuous 



improvement and innovation. 
 
• Ensure the effective implementation of all Trust people management 

policies in the team and the achievement of all relevant targets such as 
relating to the management of sickness and absenteeism, turnover etc. 

 
• Ensure the effective management of staff health and safety. 
 
 
Information Management 
 

To provide analysis and interpretation of data to inform programme 
development and measurement of outcomes. 

 
• Ensure the effective implementation of all Trust information 

management policies and procedures in the Carer Services Team. 
 
• Ensure the Carer Services Team systems and procedures for the 

management and storage of information meet internal and external 
reporting requirements. 

 
• Ensure ongoing communication and develop public awareness 

campaigns on the range of carer issues utilising a range of 
communication channels. 

 
 
Corporate Responsibilities 
 

Develop and maintain working relationships with other Directorate colleagues 
to ensure achievement of Trust objectives. 

 
• Establish collaborative relationships and networks with external 

stakeholders in the public, private and voluntary sectors to ensure the 
Trust effectively discharges its functions. 

 
• Contribute to the Trust’s overall corporate governance processes to 

ensure the development of an integrated governance framework for the 
Trust that assures safe and effective care for patients and clients and 
complies with public sector values and codes of conduct, operations and 
accountability. 

 
• Adhere to the Trust’s corporate planning, policy and decision-making 

processes and ensure the Trust’s objectives and decisions are 
effectively communicated. 



 
• Lead by example in practicing the highest standards of conduct in 

accordance with the Code of Conduct for HPSS Managers. 
 
 
General Management Responsibilities 
 

• Participate in the Trust’s Staff Development and Performance Review 
arrangements.  Review individually on a regular basis the performance 
of immediately subordinate staff.  Provide guidance on personal 
development requirements and advise on and initiate, where 
appropriate, further training. 

 
• Ensure that the review of performance identified above is performed for 

all levels of staff within the Department, in accordance with Trust policy. 
 
• Maintain good staff relationships and morale amongst the staff reporting 

to him/her. 
 
• Where appropriate, review the organisational plan and establishment 

levels and ensure that each is consistent with achieving objectives and 
recommend change where appropriate. 

 
• Delegate appropriate responsibility and authority to the level of staff 

within his/her control consistent with effective decision making whilst 
retaining responsibility and accountability for results. 

 
• Participate as required in the selection an appointment of staff reporting 

to him/her in accordance with procedures laid down by the Trust. 
 
• Take such action as may be necessary in disciplinary matters in 

accordance with procedures laid down by the Trust. 
 
• Promote the Trust’s policy on equality of opportunity through his/her own 

actions and ensure that this policy is adhered to by staff for whom 
he/she has responsibility. 

 
 

 
 
 
 
 
 



 
 
 

 
 

General Responsibilities 
 
Employees of the Trust are required to promote and support the mission and 
vision of the service for which they are responsible and: 
 

 At all times provide a caring service and to treat those with whom they 
come into contact in a courteous and respectful manner. 

 
 Demonstrate their commitment by their regular attendance and the 

efficient completion of all tasks allocated to them. 
 
 Comply with the Trust’s Smoke Free Policy. 
 
 Carry out their duties and responsibilities in compliance with the Health 

and Safety Policies and Statutory Regulations. 
 
 Adhere to Equality and Good Relations duties throughout the course of 

their employment. 
 
 Ensure the ongoing confidence of the public in-service provision. 
 
 Maintain high standards of personal accountability. 
 
 Comply with the HPSS Code of Conduct. 

 
Records Management 
 

All employees of Belfast Health & Social Care Trust are legally responsible for 
all records held, created or used as part of their business within the Belfast 
Health and Social Care Trust, including patient/client, corporate and 
administrative records whether paper based or electronic and also including e-
mails.  All such records are public records and are accessible to the general 
public, with limited exceptions, under the Freedom of Information Act 2000, the 
Environment Regulations 2004, Data Protection Act 1998 and GDPR (2018).  
Employees are required to be conversant with the Belfast Health and Social 
Care Trust policy and procedure on records management and to seek advice if 
in doubt. 
 

Environmental Cleaning Strategy 



 

The Trusts Environmental Cleaning Strategy recognizes the key principle that 
“Cleanliness matters is everyone’s responsibility, not just the cleaners” Whilst 
there are staff employed who are responsible for cleaning services, all Trust 
staff have a responsibility to ensure a clean, comfortable, safe environment for 
patients, clients, residents, visitors, staff and members of the general public. 
 
Infection Prevention and Control 
 

The Belfast Trust is committed to reducing Healthcare associated infections 
(HCAIs) and all staff have a part to play in making this happen. Staff must 
comply with all policies in relation to Infection Prevention and Control and with 
ongoing reduction strategies.  Standard Infection Prevention and Control 
Precautions must be used at all times to ensure the safety of patients and 
staff. 
 
This includes:- 

 Cleaning hands either with soap and water or a hand sanitiser at the 
appropriate times (WHO ‘5 moments’); 

 Using the correct ‘7 step’ hand hygiene technique; 
 Being ‘bare below the elbows’ when in a clinical environment; 
 Following Trust policies and the Regional Infection Control Manual 

(found on intranet); 
 Wearing the correct Personal Protective Equipment (PPE); 
 Ensuring correct handling and disposal of waste (including sharps)  and 

laundry; 
 Ensuring all medical devices (equipment) are decontaminated 

appropriately i.e. cleaned, disinfected and/or sterilised; 
 Ensuring compliance with High Impact Interventions. 

 

Values 
 
The Belfast Trust aims to recruit staff not only with the right skills but also with 
the right values to ensure the delivery of excellent patient care and experience. 
Staff will be expected to be committed to provide safe, effective, 
compassionate and person centered care by:-  

 
 Treating Everyone with Dignity and Respect 
 
 Displaying Openness and Trust 
 
 Being Accountable 
 
 Being Leading Edge 



 
 Maximising Learning and Development 

 

By embedding the above values we will make a significant contribution to the 
delivery of the Trust’s Vision. 
 

Personal Public Involvement  
 
Staff members are expected to involve patients, clients, carers and the wider 
community were relevant, in developing, planning and delivering our services 
in a meaningful and effective way, as part of the Trust’s ongoing commitment 
to Personal Public Involvement (PPI). 
 

Please use the link below to access the PPI standards leaflet for further 
information. 
 

http://www.publichealth.hscni.net/sites/default/files/PPI_leaflet.pdf 
 
Clause: This job description is not meant to be definitive and may be 

amended to meet the changing needs of the Belfast Health 
and Social Care Trust. 

http://www.publichealth.hscni.net/sites/default/files/PPI_leaflet.pdf


 
 

PERSONNEL SPECIFICATION 
 

JOB TITLE AND BAND  
 

DEPARTMENT / DIRECTORATE  
 
 

Notes to applicants:  

1. You must clearly demonstrate on your application form under each question, how you meet 
the required criteria as failure to do so may result in you not being shortlisted. You should 
clearly demonstrate this for both the essential and desirable criteria. 

2. Shortlisting will be carried out on the basis of the essential criteria set out in Section 1 below, 
using the information provided by you on your application form.  Please note the Trust 
reserves the right to use any desirable criteria outlined in Section 3 at shortlisting.  You must 
clearly demonstrate on your application form how you meet the desirable criteria. 

3. Proof of qualifications and/or professional registration will be required if an offer of 
employment is made – if you are unable to provide this, the offer may be withdrawn. 

 

ESSENTIAL CRITERIA 

SECTION 1: The following are ESSENTIAL criteria which will initially be measured at 
shortlisting stage although may also be further explored during the interview/selection 
stage.  You should therefore make it clear on your application form whether or not you 
meet these criteria. Failure to do so may result in you not being shortlisted. The stage in 
the process when the criteria will be measured is stated below. 

Factor Criteria 

Ideally no more than 6-8 criteria in this section 

Method of 
Assessment 

Qualifications 
and experience 

 
1. Have a university degree or relevant 

professional qualification and worked in a 
senior role (Band 6 and above) for a 
minimum of 3 years in the last 5 years. 
 

2. Proven record of working with carers for a 
minimum of 3 years in the last 5 years. 
 

3. Worked with a diverse range of 
stakeholders, internal and external to the 
organisation to achieve outcomes for a 
minimum of 3 years in the last 5 years. 

Shortlisting by 
Application Form 



4.  A proven track record of people 
management, governance and 
organisational skills for a minimum of 3 of 
the last 5 years. 
 

5. 3 years’ experience of managing a 
budget. 

 

Skills / abilities / 
knowledge 

1. Extensive knowledge of the needs of carers 
 

2. Ability to develop and support multi-sectoral 
partnership working 
  

3. Group facilitation skills 
 

4. Have excellent communication skills, both 
verbal and written 
 

Shortlisting by 
Application Form 

Other 6. Hold a current full driving licence which is 
valid for use in the UK and have access to a 
car on appointment. This criteria will be 
waived in the case of applicants whose 
disability prohibits driving but who have 
access to a form of transport approved by the 
Trust which will permit them to carry out the 
duties of the post  

 

7. Ability to work evenings and weekends as 
the post requires. 

 

Shortlisting by 
Application Form 

SECTION 2: The following are ESSENTIAL criteria which will be measured during the 
interview/ selection stage: 

Skills / Abilities 8 Effective communication skills, written, 
verbal, interpersonal to meet the needs of 
the post in full 

 
9 Effective planning and organisational 

skills with an ability to prioritise own 
workload 
 

10 Ability to work as a team member  
 

11 Ability to identify solutions to problems 
and implement them effectively 

 

Interview / Test 

Knowledge 12 Have an excellent understanding of Interview / Test 



Personal and Public Involvement and Co-
production 

 
13 Have an excellent understanding of the 

voluntary and community sector in 
relation to health and social care and 
carer support 

 
 

 

DESIRABLE CRITERIA 
 

SECTION 3: these will ONLY be used where it is necessary to introduce additional job related 
criteria to ensure files are manageable. You should therefore make it clear on your application 
form how you meet these criteria. Failure to do so may result in you not being shortlisted 

Factor Criteria Method of 
Assessment 

   

   

 

 
VALUE BASED RECRUITMENT 
 
* Values Based Recruitment is a process adopted by the Belfast Trust to 
attract and select employees on the basis that their individual values and 
behaviours align with those of the Trust and incorporating the Healthcare 
Leadership Model. 
 
It focuses on the ‘how’ and ‘why’ people do what they do. 
 
Candidates who are short-listed for interview will need to demonstrate at 
interview that they have the required knowledge, skills, competencies and 
values to be effective in this new role. 
 
In answering the value based questions you have the opportunity to share 
examples of when you have demonstrated values relevant to the Belfast Trust. 
 
 



Belfast HSC Trust Values 
 

Whilst employees will be expected to portray all the values, particular attention is 
drawn to the following values for this role: (Delete those values not being 
assessed for this role) 

 
RESPECT & DIGNITY 

 Being respectful to others 

 Showing compassion to those who are suffering 

 Acting fairly and even-handed 

 Acknowledging the good work of others 

 Supporting others to achieve positive results 
 

 
OPENNESS & TRUST 

 Communicating openly and consistently 

 Listening to the opinions of others and acting sensitively 

 Being trustworthy & genuine 

 Ensuring that appropriate information is shared honestly 
 

 
ACCOUNTABILITY 

 Taking responsibility for your own decisions and actions 

 Openly admitting your mistakes and learning from them 

 Using all available resources appropriately 

 Challenging failures and poor practice courageously 
 

 
LEADING EDGE 

 Actively seeking out innovative practice 

 Participate in new approaches & service development opportunities 

 Share best practice with others 

 Promote the Trust as a centre of excellence 
 

 
MAXIMISING LEARNING & DEVELOPMENT 

 Act as a role model for the development of others 

 Continuing to challenge my own practice 

 Fulfil my own statutory mandatory training requirements 

 Actively support the development of others 
 
 



 
Candidates who are shortlisted for interview will need to demonstrate at interview 
that they have the required competencies to be effective in this demanding 
leadership role.  The competencies concerned are set out in the NHS Healthcare 
Leadership Model, details of which can be found at 
http://www.leadershipacademy.nhs.uk/resources/healthcare-leadership-model.  
Particular attention will be given to the following dimensions: 
 

 Inspiring shared purpose 

 Leading with care 

 Evaluating information 

 Connecting our service 

 Sharing the vision 

 Engaging the team 

 Holding to account 

 Developing capability 

 Influencing for results. 

 
 
 
NOTE: 
Where educational/professional qualifications form part of the criteria you will be 
required, if shortlisted for interview, to produce original certificates, and one 
photocopy of same, issued by the appropriate authority. Only those certificates 
relevant to the shortlisting criteria should be produced. If educational certificates 
are not available an original letter and photocopy of same detailing examination 
results from your school or college will be accepted as an alternative. 
 
If successful, you will be required to produce documentary evidence that you are 
legally entitled to live and work in the United Kingdom. This documentation can be 
a P45, payslip, National Insurance Card or a birth certificate confirming birth in the 
United Kingdom or the Republic of Ireland. Failure to produce evidence will result 
in a non-appointment. 
 

 

 

 

 

 

 

 

 

http://www.leadershipacademy.nhs.uk/resources/healthcare-leadership-model
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                                     JOB DESCRIPTION 
 

POST:            Senior Manager Health and Social Care Records  
 
LOCATION:   Trust wide  
 
BAND:            Band 8a  
 
REPORTS TO: General Manager Health and Social Care Records  
 
RESPONSIBLE TO: Co- Director of Performance and Planning 
 

JOB SUMMARY / MAIN PURPOSE: 
 
The Senior Manager Health and Social Care Records will support the General 
Manager for Health and Social Care Records in the strategic and operational 
management of the majority of Hospital Health Records Library services across the 
Trust including Hospital Medical Legal Services and the Digital Health Records 
Team. The post holder will be responsible for the management of a large team of 
staff across Trust hospital sites providing the above services, ensuring high 
standards of practice and service delivery in line with regional and local guidance, 
policies and procedures.  
 
The post holder will lead on the modernization of health records services across the 
Trust including the move towards digitization of services. 
 
As a senior manager within the Performance, Planning and Informatics Directorate 
the post holder will contribute to the development and success of the Directorate. 
 
 

Main Duties / Responsibilities 
 

Setting Direction 
 

 Lead the development and operation of an efficient and effective Health 
Records Library and Medical Legal service Trust wide including the Digital 
Health Records Team. 
 

 To provide advice and guidance to Directorates and other stakeholder in 
relation to Health Records Library and Medical Legal services. 
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 Support and lead the implementation of service developments with 
Directorates.  
 

 Lead/participate in specific service improvement / innovation projects 
associated with Trust priorities as required. 

 
Service Delivery  

 

 To provide effective leadership in the management of Health and Social Care 
Records services across the Belfast Trust to ensure the provision of a high 
quality Library and Medical Legal services including the Digital Health Records 
Team. 

 

 To support the development and implementation of a record management 
policy and standards across the Trust. 

 

 To provide specialist advice on legislative such as GDPR, NHS (other) 
guidance that may affect Trust strategies, policies and procedures for Health 
and Social Care Records, as required. 

 

 To contribute to ICT solutions and support the modernization of work practices 
where appropriate. 

 

 To support the General Manager for Health and Social Care Records in all 
aspects of service delivery Trust wide and regionally. 

 

 Actively engage in profession networks regionally and across Trusts. 
 

 
 
Development and Innovation 
 

 Actively promote new ways of working to improve service delivery to 
Directorates and other stakeholders in line with best practice. 

 

 To support and implement new innovative ways to enhance service provision of 
records management. 

 

 Represent the Trust as appropriate on external groups when required. 
 
Collaborative Working 
 

 Work closely with the Co-Directors, General Manager Health and Social Care 
Records and Service Managers across services and corporate functions on 
aspects of service delivery relating to Health Records Library/Medical Legal and 
Digital Health Records services within the Trust and regionally. 
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 Liaise with the relevant organization such as Department of Legal Services in 
relation to Record Management arrangements. 

 

 Represent the Trust, as appropriate, on external groups, related to relevant 
areas of work. 

 
Communication  
 

Contribute to the establishment of robust communication systems, within the Trust 
to support all aspects of Health Records Library/Medical Legal and Digital Health 
Records service improvement. 

 
Quality 
 

 Ensure that the needs of patients, clients and their carers are at the core of the 
way the Trust delivers its primary and secondary care services.  

 

 Support the coordination of Information Management Organizational Assurance 
Standards across the Belfast Trust. 

 

 Contribute to innovation and change in records management to underpin the 
modernisation of service delivery to patients and clients. 

 

 Ensure high standards of Governance in all aspects of service delivery and 
management. 

 
Financial and Resource Management  
 

 To ensure value for money in relation to service delivery and any contract 
activities relating to the Records Library/Medical Legal and Digital Health 
Records service. 
 

 Take budget responsibility for relevant staff and function. 
 
People Management and Development  
 

 Work effectively as a team member.  Ensure the staff structures support a 
culture of effective team working, staff recognition, continuous improvement and 
innovation. 
 

 Lead by example in practicing the highest standards of conduct in accordance 
with the code of conduct for HPSS managers. 
 

 Participate in the Trust’s Staff Development and Performance Review Scheme.  
Review individually on a regular basis the performance of immediately 
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subordinate staff.  Provide guidance on personal development requirements 
and advice on and initiate, where appropriate, further training. 
 

 Ensure that the review of performance identified above is performed for all 
levels of staff within the Trust in accordance with the Trust Board’s policy. 
 

 Maintain good staff relationships and morale amongst the staff reporting to 
him/her. 

 

 Delegate appropriate responsibility and authority to the level of staff within 
his/her control consistent with effective decision making whilst retaining 
responsibility and accountability for results. 
 

 Participate as required in the selection and appointment of staff reporting to 
him/her in accordance with procedures laid down by the Trust. 
 

 Promote the Trust’s policy on equality of opportunity through his/her own 
actions and ensure that this policy is adhered to by staff for whom he/she has 
responsibility. 

 
 
General Responsibilities 
 
Employees of the Trust are required to promote and support the mission and 
vision of the service for which they are responsible and: 
 

 At all times provide a caring service and to treat those with whom they 
come into contact in a courteous and respectful manner. 

 

 Demonstrate their commitment by their regular attendance and the 
efficient completion of all tasks allocated to them. 

 

 Comply with the Trust’s Smoke Free Policy. 
 

 Carry out their duties and responsibilities in compliance with the Health 
and Safety Policies and Statutory Regulations. 

 

 Adhere to Equality and Good Relations duties throughout the course of 
their employment. 

 

 Ensure the ongoing confidence of the public in-service provision. 
 

 Maintain high standards of personal accountability. 
 

 Comply with the HPSS Code of Conduct. 
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Records Management 
 

All employees of Belfast Health & Social Care Trust are legally responsible for 
all records held, created or used as part of their business within the Belfast 
Health and Social Care Trust, including patient/client, corporate and 
administrative records whether paper based or electronic and also including e-
mails.  All such records are public records and are accessible to the general 
public, with limited exceptions, under the Freedom of Information Act 2000, the 
Environment Regulations 2004, Data Protection Act 1998 and GDPR (2018).  
Employees are required to be conversant with the Belfast Health and Social 
Care Trust policy and procedure on records management and to seek advice if 
in doubt. 
 
Environmental Cleaning Strategy 
 

The Trusts Environmental Cleaning Strategy recognizes the key principle that 
“Cleanliness matters is everyone’s responsibility, not just the cleaners” Whilst 
there are staff employed who are responsible for cleaning services, all Trust 
staff have a responsibility to ensure a clean, comfortable, safe environment for 
patients, clients, residents, visitors, staff and members of the general public. 
 
Infection Prevention and Control 
 

The Belfast Trust is committed to reducing Healthcare associated infections 
(HCAIs) and all staff have a part to play in making this happen. Staff must 
comply with all policies in relation to Infection Prevention and Control and with 
ongoing reduction strategies.  Standard Infection Prevention and Control 
Precautions must be used at all times to ensure the safety of patients and 
staff. 
 
This includes:- 

 

 Cleaning hands either with soap and water or a hand sanitiser at the 
appropriate times (WHO ‘5 moments’); 

 Using the correct ‘7 step’ hand hygiene technique; 

 Being ‘bare below the elbows’ when in a clinical environment; 

 Following Trust policies and the Regional Infection Control Manual 
(found on intranet); 

 Wearing the correct Personal Protective Equipment (PPE); 

 Ensuring correct handling and disposal of waste (including sharps)  and 
laundry; 
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 Ensuring all medical devices (equipment) are decontaminated 
appropriately i.e. cleaned, disinfected and/or sterilised; 

 Ensuring compliance with High Impact Interventions. 
 

Values 
 
The Belfast Trust aims to recruit staff not only with the right skills but also with 
the right values to ensure the delivery of excellent patient care and experience. 
Staff will be expected to be committed to provide safe, effective, 
compassionate and person centered care by:-  

 

 Treating Everyone with Dignity and Respect 
 

 Displaying Openness and Trust 
 

 Being Accountable 
 

 Being Leading Edge 
 

 Maximising Learning and Development 
 

By embedding the above values we will make a significant contribution to the 
delivery of the Trust’s Vision. 
 

Personal Public Involvement  
 
Staff members are expected to involve patients, clients, carers and the wider 
community were relevant, in developing, planning and delivering our services 
in a meaningful and effective way, as part of the Trust’s ongoing commitment 
to Personal Public Involvement (PPI). 
 

Please use the link below to access the PPI standards leaflet for further 
information. 
 

http://www.publichealth.hscni.net/sites/default/files/PPI_leaflet.pdf 
 
Clause: This job description is not meant to be definitive and may be 

amended to meet the changing needs of the Belfast Health 
and Social Care Trust. 

http://www.publichealth.hscni.net/sites/default/files/PPI_leaflet.pdf
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PERSONNEL SPECIFICATION 
 

JOB TITLE:  Senior Manager Health and Social Care Records 
 
BAND 8a  
 

DEPARTMENT / DIRECTORATE: Performance Planning and Informatics   
 
 

Notes to applicants:  

1. You must clearly demonstrate on your application form under each question, how you meet 
the required criteria as failure to do so may result in you not being shortlisted. You should 
clearly demonstrate this for both the essential and desirable criteria. 

2. Shortlisting will be carried out on the basis of the essential criteria set out in Section 1 below, 
using the information provided by you on your application form.  Please note the Trust 
reserves the right to use any desirable criteria outlined in Section 3 at shortlisting.  You must 
clearly demonstrate on your application form how you meet the desirable criteria. 

3. Proof of qualifications and/or professional registration will be required if an offer of 
employment is made – if you are unable to provide this, the offer may be withdrawn. 

 

ESSENTIAL CRITERIA 
 

SECTION 1: The following are ESSENTIAL criteria which will initially be measured at 
shortlisting stage although may also be further explored during the interview/selection 
stage.  You should therefore make it clear on your application form whether or not you 
meet these criteria. Failure to do so may result in you not being shortlisted. The stage in 
the process when the criteria will be measured is stated below. 

Factor Criteria 

Ideally no more than 6-8 criteria in this section 

Method of 
Assessment 

Experience  

 

 Delivered against challenging 
performance management programmes 
for a minimum of 2 years meeting a 
range of key targets and making 
significant improvements.  

 Successfully demonstrated people 
management, governance, leadership 
and organisational skills for a minimum 
of 2 years.  

 A comprehensive knowledge and 
understanding of Health Records 

Shortlisting by 
Application Form 
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procedures and relevant legislation and 
General Data Protection Regulations 
2018. 

 A comprehensive knowledge and 
experience of Health Records systems 
(including PAS and NIECR), 
collaborative working with the 
Department of Legal Services in a 
Health Records and Medical Legal role 
at a senior level. 

 Have worked with a diverse range of 
stakeholders, both internally and 
externally to the organization, to achieve 
successful outcomes. 
 

Qualifications/ 
Registration 

 Hold a university degree or relevant 
professional qualification at graduate or 
diploma level, and have 2 years’ 
experience in a senior management role 
in a large organization* 
 

           OR 
 

 Have at least 5 years’ experience in a 
senior management role in a large 
organization* 

 
* Senior management is defined as band 7 or 
equivalent salary band.  

 

Shortlisting by 
Application Form 

Other  Current driving licence and access to a 
car.  This criterion will be waived in the 
case of an applicant whose disability 
prohibits driving but who is able to 
organise suitable alternative 
arrangements 

 

 

Shortlisting by 
Application Form 

SECTION 2: The following are ESSENTIAL criteria which will be measured during the 
interview/ selection stage: 

Skills / 
Abilities 

 Delivered against challenging 
performance management programmes 
for a minimum of 2 years meeting a 
range of key targets and making 
significant improvements Successfully 
demonstrated people management, 
governance, leadership and 

Interview / 
Shortlisting 
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organisational skills for a minimum of 2 
years.  

 Successfully demonstrated people 
management, governance, leadership 
and organisational skills for a minimum 
of 2 years.  

 Computer experience i.e. word 
processing / spreadsheets 

 Have excellent communication skills, 
both orally and in writing. 
 

 

Knowledge  Have worked with a diverse range of 
stakeholders, both internally and 
externally to the organization, to achieve 
successful outcomes 

 Knowledge and understanding of Health 
Records systems, procedures and 
relevant legislation and General Data 
Protection Regulations 2018. 

 Knowledge of health service patient / 
client information systems  

 

Interview / 
Shortlisting 

 

DESIRABLE CRITERIA 
 

SECTION 3: these will ONLY be used where it is necessary to introduce additional job related 
criteria to ensure files are manageable. You should therefore make it clear on your application 
form how you meet these criteria. Failure to do so may result in you not being shortlisted 

Factor Criteria Method of 
Assessment 

Experience  

 

 Shortlisting by 
Application Form 

Qualifications 

 

 Shortlisting by 
Application Form 

 

 
VALUE BASED RECRUITMENT 
 
* Values Based Recruitment is a process adopted by the Belfast Trust to 
attract and select employees on the basis that their individual values and 
behaviours align with those of the Trust and incorporating the Healthcare 
Leadership Model. 
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It focuses on the ‘how’ and ‘why’ people do what they do. 
 
Candidates who are short-listed for interview will need to demonstrate at 
interview that they have the required knowledge, skills, competencies and 
values to be effective in this new role. 
 
In answering the value based questions you have the opportunity to share 
examples of when you have demonstrated values relevant to the Belfast Trust. 
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Belfast HSC Trust Values 
 

Whilst employees will be expected to portray all the values, particular attention is 
drawn to the following values for this role: (Delete those values not being 
assessed for this role) 

 
RESPECT & DIGNITY 

 Being respectful to others 

 Showing compassion to those who are suffering 

 Acting fairly and even-handed 

 Acknowledging the good work of others 

 Supporting others to achieve positive results 
 

 
OPENNESS & TRUST 

 Communicating openly and consistently 

 Listening to the opinions of others and acting sensitively 

 Being trustworthy & genuine 

 Ensuring that appropriate information is shared honestly 
 

 
ACCOUNTABILITY 

 Taking responsibility for your own decisions and actions 

 Openly admitting your mistakes and learning from them 

 Using all available resources appropriately 

 Challenging failures and poor practice courageously 
 

 
LEADING EDGE 

 Actively seeking out innovative practice 

 Participate in new approaches & service development opportunities 

 Share best practice with others 

 Promote the Trust as a centre of excellence 
 

 
MAXIMISING LEARNING & DEVELOPMENT 

 Act as a role model for the development of others 

 Continuing to challenge my own practice 

 Fulfil my own statutory mandatory training requirements 

 Actively support the development of others 
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INCLUDE FOR SENIOR POSTS (Band 8a or above) IF RELEVANT 
Candidates who are shortlisted for interview will need to demonstrate at interview 
that they have the required competencies to be effective in this demanding 
leadership role.  The competencies concerned are set out in the NHS Healthcare 
Leadership Model, details of which can be found at 
http://www.leadershipacademy.nhs.uk/resources/healthcare-leadership-model.  
Particular attention will be given to the following dimensions: 
 

 Inspiring shared purpose 

 Leading with care 

 Evaluating information 

 Connecting our service 

 Sharing the vision 

 Engaging the team 

 Holding to account 

 Developing capability 

 Influencing for results. 

 
 
 
NOTE: 
Where educational/professional qualifications form part of the criteria you will be 
required, if shortlisted for interview, to produce original certificates, and one 
photocopy of same, issued by the appropriate authority. Only those certificates 
relevant to the shortlisting criteria should be produced. If educational certificates 
are not available an original letter and photocopy of same detailing examination 
results from your school or college will be accepted as an alternative. 
 
If successful you will be required to produce documentary evidence that you are 
legally entitled to live and work in the United Kingdom. This documentation can be 
a P45, payslip, National Insurance Card or a birth certificate confirming birth in the 
United Kingdom or the Republic of Ireland. Failure to produce evidence will result 
in a non-appointment. 
 

 

 

 

 

 

 

 

 

http://www.leadershipacademy.nhs.uk/resources/healthcare-leadership-model
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                                     JOB DESCRIPTION 
 

POST:             Senior Manager Patient Access   
 

LOCATION:    Trust wide 
 

BAND:             Band 8a 
 

REPORTS TO: General Manager Health and Social Care Records  
 

RESPONSIBLE TO: Co- Director of Performance and Planning 

 
JOB SUMMARY / MAIN PURPOSE: 
 
The Senior Manager for Patient Access will support the General Manager for Health 
and Social Care Records in the strategic and operational management of the Acute 
Hospital Patient access services across the Trust including Hospital Outpatients 
Appointments and Reception services and Hospital Inpatient/Daycases booking 
services. The post holder will be responsible for the management of a large team of 
staff across Trust acute hospital sites, ensuring high standards of practice and 
service delivery in line with regional and local guidance, policies and procedures.  
 
The post holder will lead on the modernization of patient access services across the 
Trust including the move towards digitization of services. 
 
As a senior manager within the Performance, Planning and Informatics Directorate 
the post holder will contribute to the development and success of the Directorate. 
 
 

Main Duties / Responsibilities 
 

Setting Direction 
 

 Lead the development and operation of an efficient and effective service for 
the delivery of Outpatients Appointments, Reception and Inpatient/Day case 
booking services (including supporting the management of acute Independent 
Sector contract arrangements across the Trust). 
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 To provide advice and guidance to Directorates and other stakeholders in 
relation to Outpatients Appointments, Reception and Inpatient/Day case 
booking (including supporting Directorates and other stakeholders in the 
management of acute Independent Sector contract arrangements across the 
Trust). 

 

 Support and lead the implementation of service developments with 
Directorates.  
 

 Lead/participate in specific service improvement / innovation projects 
associated with Trust priorities as required. 

 
 
Service Delivery  
 

 To provide effective leadership in the management of Outpatients 
Appointments, Reception and Inpatient/Day case booking which includes 
supporting the management of acute Independent Sector contract 
arrangements across the Trust.  

 

 To support the development and implementation of policies and procedures 
relating to access to services for outpatients/inpatients across the Trust.  

 

 To provide advice and guidance in relation regional guidance related to areas of 
responsibility, ensuring Trust adherence to relevant regional policies and 
guidance. 

 

 To provide specialist advice on issues relating to the management for access of 
outpatients and inpatients/day cases and Independent Sector bodies. To 
monitor performance, deal with queries, and liaise with Service Groups to 
ensure patient pathways are streamlined and within the framework of the 
agreed contracts with Belfast Trust. 

 

 To contribute to ICT solutions and support the modernization of work practices 
where appropriate. 

 

 To support the General Manager for Health and Social Care Records in all 
aspects of service delivery Trust wide and regionally. 

 

 Ensure the most efficient and effective use of all available resources in 
meeting all Ministerial and HSC Board targets. 

 

 Actively engage in professional networks regionally and across Trusts. 
 

 Alerts, manages and escalate if appropriate to the service manager any 
operational issues relating to access/capacity in a timely manner, to allow any 
further action to be taken. 
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Development and Innovation 
 
 

 To lead on the modernization of patient access services across the Trust 
including the move towards digitization of services including the Text Reminder 
Service. 

 

 Actively promote new ways of working to improve service delivery to 
Directorates and other stakeholders in line with best practice 

 

 To support and implement new innovative ways to enhance service provision 
for areas of responsibility. 

 

 Represent the Trust as appropriate on external groups when required. 
 
 
 
Collaborative Working 
 

 Work closely with the Co-Directors, General Manager Health and Social Care 
Records and Service Managers across services and corporate functions on 
aspects of service delivery relating to areas of responsibility. 
 

 Liaise with relevant organisations in relation to patient access arrangements 
 

 Represent the Trust, as appropriate, on external groups, related to relevant 
areas of work. 

 
 
 
Communication  
 

Contribute to the establishment of robust communication systems, within the Trust 
to support all aspects of Outpatients Appointments, Reception and Inpatient/Day 
case booking, including supporting the management of acute Independent Sector 
contract arrangements across the Trust and service improvement. 

 
 
 
Quality 
 

 Ensure that the needs of patients, clients and their carers are at the core of the 
way the Trust delivers its primary and secondary care services.  
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 Contribute to innovation and change in areas of responsibility to underpin the 
modernisation of service delivery to patients and clients. 

 

 Ensure high standards of Governance in all aspects of service delivery and 
management. 

 

 Take an active role in a programme of clinical validation of review / planned 
cases across Service Groups as required. 

 
 
 
 
Financial and Resource Management  
 

 To ensure value for money in relation to service delivery and any contract 
activities relating to areas of responsibility  
 

 Take budget responsibility for relevant staff and function. 
 
People Management and Development  
 

 Work effectively as a team member.  Ensure the staff structures support a 
culture of effective team working, staff recognition, continuous improvement and 
innovation. 
 

 Lead by example in practicing the highest standards of conduct in accordance 
with the code of conduct for HPSS managers. 
 

 Participate in the Trust’s Staff Development and Performance Review Scheme.  
Review individually on a regular basis the performance of immediately 
subordinate staff.  Provide guidance on personal development requirements 
and advice on and initiate, where appropriate, further training. 
 

 Ensure that the review of performance identified above is performed for all 
levels of staff within the Trust in accordance with the Trust Board’s policy. 
 

 Maintain good staff relationships and morale amongst the staff reporting to 
him/her. 

 

 Delegate appropriate responsibility and authority to the level of staff within 
his/her control consistent with effective decision making whilst retaining 
responsibility and accountability for results. 
 

 Participate as required in the selection and appointment of staff reporting to 
him/her in accordance with procedures laid down by the Trust. 
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 Promote the Trust’s policy on equality of opportunity through his/her own 
actions and ensure that this policy is adhered to by staff for whom he/she has 
responsibility. 

 
General Responsibilities 
 
Employees of the Trust are required to promote and support the mission and 
vision of the service for which they are responsible and: 
 

 At all times provide a caring service and to treat those with whom they 
come into contact in a courteous and respectful manner. 

 

 Demonstrate their commitment by their regular attendance and the 
efficient completion of all tasks allocated to them. 

 

 Comply with the Trust’s Smoke Free Policy. 
 

 Carry out their duties and responsibilities in compliance with the Health 
and Safety Policies and Statutory Regulations. 

 

 Adhere to Equality and Good Relations duties throughout the course of 
their employment. 

 

 Ensure the ongoing confidence of the public in-service provision. 
 

 Maintain high standards of personal accountability. 
 

 Comply with the HPSS Code of Conduct. 
 
Records Management 
 

All employees of Belfast Health & Social Care Trust are legally responsible for 
all records held, created or used as part of their business within the Belfast 
Health and Social Care Trust, including patient/client, corporate and 
administrative records whether paper based or electronic and also including e-
mails.  All such records are public records and are accessible to the general 
public, with limited exceptions, under the Freedom of Information Act 2000, the 
Environment Regulations 2004, Data Protection Act 1998 and GDPR (2018).  
Employees are required to be conversant with the Belfast Health and Social 
Care Trust policy and procedure on records management and to seek advice if 
in doubt. 
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Environmental Cleaning Strategy 
 

The Trusts Environmental Cleaning Strategy recognizes the key principle that 
“Cleanliness matters is everyone’s responsibility, not just the cleaners” Whilst 
there are staff employed who are responsible for cleaning services, all Trust 
staff have a responsibility to ensure a clean, comfortable, safe environment for 
patients, clients, residents, visitors, staff and members of the general public. 
 
Infection Prevention and Control 
 

The Belfast Trust is committed to reducing Healthcare associated infections 
(HCAIs) and all staff have a part to play in making this happen. Staff must 
comply with all policies in relation to Infection Prevention and Control and with 
ongoing reduction strategies.  Standard Infection Prevention and Control 
Precautions must be used at all times to ensure the safety of patients and 
staff. 
 
This includes:- 

 

 Cleaning hands either with soap and water or a hand sanitiser at the 
appropriate times (WHO ‘5 moments’); 

 Using the correct ‘7 step’ hand hygiene technique; 

 Being ‘bare below the elbows’ when in a clinical environment; 

 Following Trust policies and the Regional Infection Control Manual 
(found on intranet); 

 Wearing the correct Personal Protective Equipment (PPE); 

 Ensuring correct handling and disposal of waste (including sharps)  and 
laundry; 

 Ensuring all medical devices (equipment) are decontaminated 
appropriately i.e. cleaned, disinfected and/or sterilised; 

 Ensuring compliance with High Impact Interventions. 
 

Values 
 
The Belfast Trust aims to recruit staff not only with the right skills but also with 
the right values to ensure the delivery of excellent patient care and experience. 
Staff will be expected to be committed to provide safe, effective, 
compassionate and person centered care by:-  

 

 Treating Everyone with Dignity and Respect 
 

 Displaying Openness and Trust 
 

 Being Accountable 
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 Being Leading Edge 
 

 Maximising Learning and Development 
 

By embedding the above values we will make a significant contribution to the 
delivery of the Trust’s Vision. 
 

Personal Public Involvement  
 
Staff members are expected to involve patients, clients, carers and the wider 
community were relevant, in developing, planning and delivering our services 
in a meaningful and effective way, as part of the Trust’s ongoing commitment 
to Personal Public Involvement (PPI). 
 

Please use the link below to access the PPI standards leaflet for further 
information. 
 

http://www.publichealth.hscni.net/sites/default/files/PPI_leaflet.pdf 
 
Clause: This job description is not meant to be definitive and may be 

amended to meet the changing needs of the Belfast Health 
and Social Care Trust. 

http://www.publichealth.hscni.net/sites/default/files/PPI_leaflet.pdf
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PERSONNEL SPECIFICATION 
 

JOB TITLE:  Senior Manager Patient Access  
 
BAND -  8a  
 

DEPARTMENT / DIRECTORATE: Performance Planning and Informatics   
 
 

Notes to applicants:  

1. You must clearly demonstrate on your application form under each question, how you meet 
the required criteria as failure to do so may result in you not being shortlisted. You should 
clearly demonstrate this for both the essential and desirable criteria. 

2. Shortlisting will be carried out on the basis of the essential criteria set out in Section 1 below, 
using the information provided by you on your application form.  Please note the Trust 
reserves the right to use any desirable criteria outlined in Section 3 at shortlisting.  You must 
clearly demonstrate on your application form how you meet the desirable criteria. 

3. Proof of qualifications and/or professional registration will be required if an offer of 
employment is made – if you are unable to provide this, the offer may be withdrawn. 

 

ESSENTIAL CRITERIA 
 

SECTION 1: The following are ESSENTIAL criteria which will initially be measured at 
shortlisting stage although may also be further explored during the interview/selection 
stage.  You should therefore make it clear on your application form whether or not you 
meet these criteria. Failure to do so may result in you not being shortlisted. The stage in 
the process when the criteria will be measured is stated below. 

Factor Criteria 

Ideally no more than 6-8 criteria in this section 

Method of 
Assessment 

Experience  

 

 Delivered against challenging 
performance management programmes 
for a minimum of 2 years meeting a 
range of key targets and making 
significant improvements.  

 Successfully demonstrated people 
management, governance, leadership 
and organisational skills for a minimum 
of 2 years.  

 A comprehensive knowledge and 
experience of Health Records systems 

Shortlisting by 
Application Form 
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(including PAS and NIECR), the 
Integrated Elective Access Protocol 
(IEAP), collaborative working with the 
Independent Sector in a Patient Access 
role at a senior level and relevant 
legislation.  

 Have worked with a diverse range of 
stakeholders, both internally and 
externally to the organization, to achieve 
successful outcomes. 
 

Qualifications/ 
Registration 

 Hold a university degree or relevant 
professional qualification at graduate or 
diploma level, and have 2 years’ 
experience in a senior management role 
in a large organization*.  
 

           OR 
 

 Have at least 5 years’ experience in a 
senior management role in a large 
organization* 

 
* Senior management is defined as band 7 or 
equivalent salary band.  

 

Shortlisting by 
Application Form 

Other  Current driving licence and access to a 
car.  This criterion will be waived in the 
case of an applicant whose disability 
prohibits driving but who is able to 
organise suitable alternative 
arrangements 

 

Shortlisting by 
Application Form 

SECTION 2: The following are ESSENTIAL criteria which will be measured during the 
interview/ selection stage: 

Skills / 
Abilities 

 Delivered against challenging 
performance management programmes 
for a minimum of 2 years meeting a 
range of key targets and making 
significant improvements Successfully 
demonstrated people management, 
governance, leadership and 
organisational skills for a minimum of 2 
years.  

 Successfully demonstrated people 
management, governance, leadership 
and organisational skills for a minimum 

Interview / 
Shortlisting 



JD Band 8a Senior Manager Patient Access V0.4  

of 2 years.  

 Computer experience i.e. word 
processing / spreadsheets 

 Have excellent communication skills, 
both orally and in writing. 
 

 

Knowledge  Have worked with a diverse range of 
stakeholders, both internally and 
externally to the organization, to achieve 
successful outcomes 

 A comprehensive knowledge and 
experience of Health Records systems 
(including PAS), the Integrated Elective 
Access Protocol (IEAP) and relevant 
legislation.  

 Knowledge of health service patient / 
client information systems  

 

Interview / 
Shortlisting 

 

DESIRABLE CRITERIA 
 

SECTION 3: these will ONLY be used where it is necessary to introduce additional job related 
criteria to ensure files are manageable. You should therefore make it clear on your application 
form how you meet these criteria. Failure to do so may result in you not being shortlisted 

Factor Criteria Method of 
Assessment 

Experience  

 

 Shortlisting by 
Application Form 

Qualifications 

 

 Shortlisting by 
Application Form 

 
VALUE BASED RECRUITMENT 
 
* Values Based Recruitment is a process adopted by the Belfast Trust to 
attract and select employees on the basis that their individual values and 
behaviours align with those of the Trust and incorporating the Healthcare 
Leadership Model. 
 
It focuses on the ‘how’ and ‘why’ people do what they do. 
 
Candidates who are short-listed for interview will need to demonstrate at 
interview that they have the required knowledge, skills, competencies and 
values to be effective in this new role. 
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In answering the value based questions you have the opportunity to share 
examples of when you have demonstrated values relevant to the Belfast Trust. 

Belfast HSC Trust Values 
 

Whilst employees will be expected to portray all the values, particular attention is 
drawn to the following values for this role: (Delete those values not being 
assessed for this role) 

 
RESPECT & DIGNITY 

 Being respectful to others 

 Showing compassion to those who are suffering 

 Acting fairly and even-handed 

 Acknowledging the good work of others 

 Supporting others to achieve positive results 
 

 
OPENNESS & TRUST 

 Communicating openly and consistently 

 Listening to the opinions of others and acting sensitively 

 Being trustworthy & genuine 

 Ensuring that appropriate information is shared honestly 
 
 

ACCOUNTABILITY 

 Taking responsibility for your own decisions and actions 

 Openly admitting your mistakes and learning from them 

 Using all available resources appropriately 

 Challenging failures and poor practice courageously 
 
 
LEADING EDGE 

 Actively seeking out innovative practice 

 Participate in new approaches & service development opportunities 

 Share best practice with others 

 Promote the Trust as a centre of excellence 
 
 
MAXIMISING LEARNING & DEVELOPMENT 

 Act as a role model for the development of others 

 Continuing to challenge my own practice 

 Fulfil my own statutory mandatory training requirements 

 Actively support the development of others 
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INCLUDE FOR SENIOR POSTS (Band 8a or above) IF RELEVANT 
Candidates who are shortlisted for interview will need to demonstrate at interview 
that they have the required competencies to be effective in this demanding 
leadership role.  The competencies concerned are set out in the NHS Healthcare 
Leadership Model, details of which can be found at 
http://www.leadershipacademy.nhs.uk/resources/healthcare-leadership-model.  
Particular attention will be given to the following dimensions: 
 

 Inspiring shared purpose 

 Leading with care 

 Evaluating information 

 Connecting our service 

 Sharing the vision 

 Engaging the team 

 Holding to account 

 Developing capability 

 Influencing for results. 

 
 
 
NOTE: 
Where educational/professional qualifications form part of the criteria you will be 
required, if shortlisted for interview, to produce original certificates, and one 
photocopy of same, issued by the appropriate authority. Only those certificates 
relevant to the shortlisting criteria should be produced. If educational certificates 
are not available an original letter and photocopy of same detailing examination 
results from your school or college will be accepted as an alternative. 
 
If successful you will be required to produce documentary evidence that you are 
legally entitled to live and work in the United Kingdom. This documentation can be 
a P45, payslip, National Insurance Card or a birth certificate confirming birth in the 
United Kingdom or the Republic of Ireland. Failure to produce evidence will result 
in a non-appointment. 
 

 

 

 

 

 

 

 

 

http://www.leadershipacademy.nhs.uk/resources/healthcare-leadership-model
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JOB DESCRIPTION 

 
POST:   Planning and Equality Senior Manager 
  
LOCATION: BHSCT - base currently Knockbracken Healthcare 

Park and input Trust-wide 
 
BAND:   8a (Permanent Post) 

*A waiting list may be created from this process.  This 
waiting list will be used to fill any permanent or 
temporary posts at this level within the Performance 
& Planning Department within the next 12 months. 

 
REPORTS TO:  Equality and Corporate Planning Lead 
 
RESPONSIBLE TO: Co-Director of Planning & Equality 
  
Job Summary / Main Purpose 

 
The Planning & Equality Senior Manager will support the Co-Director of Planning & 
Equality and the Equality and Corporate Planning Lead in the delivery and further 
development of the Corporate Planning and Improvement processes in Belfast Trust. 
The post holder will work as part of a small corporate team, working with all 
Directorate teams to ensure a seamless and timely corporate planning service within 
the Trust. The post holder will support the production of the Trust Corporate Planning 
process, lead the development of multi-team business cases and consultation papers 
for key service proposals within tight timeframes and support/lead the planning for 
key Trust-wide service transformation and improvement. The post holder will support 
and develop partnerships within and external to the Trust and will be required to 
interpret and identify potential organisational and service changes for the Trust.  
 
The post holder will manage the small Planning and Equality team, who ensure 
compliance with the requirements of Equality and Human Rights legislation, as well 
as the Disability Duties. This programme of work will include implementation, 
compliance and review of the Trust's Equality Scheme.  The post holder will assist in 
programmes of work to implement action plans for Disability, Good Relations, 
Equality and Human Rights. 

Main Duties / Responsibilities 

For each of the following, the postholder will; 
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Setting Direction 

 Take forward the corporate planning processes within the Trust, including the 
development of the Trust Corporate Management Plan, working with Planning 
& Performance Mangers and other relevant staff across Directorates/ 
Divisions, to ensure the delivery of a co-ordinated, timely and robust planning 
service. 

 Lead the development of business cases for key strategic service changes, 
working with internal and external parties to ensure a timely coordinated 
approach. 

 Be responsible for the provision of specialised planning and equality support, 
training, advice and support to directorate teams across the Trust to ensure 
planning knowledge and skills are developed and regularly updated. 

 Develop close working relationships within the Trust, with service 
commissioners, and external stakeholders across Health and Social Care, 
Community, Voluntary and Independent Sectors and work in accordance with 
the Trust’s commitment to co-production. 

 Be responsible for providing advice, support and guidance to ensure the Trust 
meets its legal obligations in relation to equality and consultation whilst 
developing best practice approaches to comply with regulatory and corporate 
systems. 

 Develop the context for planning and improvement initiatives with Trust teams 
to support the delivery of more effective, safe and compassionate care, in line 
with agreed PPI priorities.  

 Provide guidance and support as required to enable the Trust’s full 
compliance with all equality, human rights and disability statutory requirements 
and other legislation, guidance and consultation with the appropriate 
stakeholders. 

 
Improvement 

 Lead development and support the implementation of specific service 
transformation and improvement, utilising improvement methodologies, to 
support service teams to deliver sustainable improvements in services, for the 
benefit of patients and service users. 

 Identify service improvement initiatives and opportunities and lead/support, as 
appropriate, the embedding of agreed change programmes and service 
redesign within the Trust. 

 Actively engage frontline staff in the development of innovative ways of 
working, service redesign and improved service delivery, encouraging staff to 
take an active role in delivering service improvement.  

 Provide expert advice regarding change initiative, service redesign, 
transformation theory and practice, change consultation, programme and 
project management. 

 
Service Delivery  

 Develop, implement and monitor a suite of policies ensuring that the Trust is 
compliant with the relevant legislative and best practice frameworks in relation 
to all areas within responsibility.  

 Provide advice and support on planning and improvement methodologies. 
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 Offer support/advice in terms of screening and equality impact assessments 
(EQIAs) and work on strategic reform and service change programmes. 

 Ensure Directorates/ Divisions are provided with an appropriate Planning and 
Equality service. 

 Develop reports as required in relation to planning, performance and service 
improvement activities for both internal and external stakeholders as required. 

 Contribute to the Trust’s corporate integrated governance processes to ensure 
compliance with public sector values, codes of conduct, operations and 
accountability. 

 Ensure adequate and appropriate training is available across the organisation 
in relation to equality, human rights and disability awareness and to design, 
deliver and as appropriate, commission training programmes for staff on 
equality, human rights and disability.  

 Co-ordinate legislatively required reports to Equality Commission. 

 Oversee design and delivery of planning, equality and consultation training 
programmes to support Trust’s organisational effectiveness.  

 
Patient & Client Care/Stakeholder Engagement 

 Convey information and engage on matters, which may be contentious or 
controversial with members of the community, Section 75 organisations, 
voluntary and community groups. 

 Provide advice on complaints received by Trust in regard to perceived 
sectarianism, discrimination, unfair treatment etc. 

 Represent the Trust with community and voluntary sector, Section 75 
organisations, Trade Unions, Political Parties, Media etc. 

 Lead on and engage in corporate consultations on behalf of the Trust on 
potentially contentious matters e.g. closures, budgetary matters etc. 

 

Financial and Resource Management  

 Work within set budgetary constraints. 

 Ensure appropriate controls and monitoring are in place within scope of 
his/her management. 

 Consider service developments and provide advice on the costs and benefits. 

 Ensure high standards of Governance in all aspects of service delivery and 
management. 

 
People Management and Development  

 Manage Trust’s Planning and Equality Team and ensure professional and 
personal development for all staff and to provide direction. 

 Promote corporate values and culture through development and 
implementation of relevant policies and procedures, and appropriate personal 
behavior. 

 Lead by example in practicing the highest standards of conduct in accordance 
with code of conduct for HPSS managers. 

 Provide leadership and empower a team of staff, offering specialist expert 
advice to Trust senior managers and general advice as required.  

 Delegate appropriate responsibility and authority to the level of staff within 
his/her control, consistent with effective decision-making, whilst retaining 
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responsibility and accountability for results.  

 Participate in the Trust’s Staff Development Review process. Review 
individually on a regular basis the performance of immediately subordinate 
staff.  Provide guidance on personal development requirements and advise on 
and initiate, where appropriate, further training. 

 Work effectively as a team member.  Ensure the staff structures support a 
culture of effective team working, staff recognition, continuous improvement 
and innovation. 

 Maintain good staff relationships and morale amongst the staff reporting to 
him/her. 

 Participate as required in the selection and appointment of staff reporting to 
him/her in accordance with procedures laid down by the Trust. 

 Promote the Trust’s policy on equality of opportunity through his/her own 
actions and ensure that this policy is adhered to by staff for whom he/she has 
responsibility. 

 

General Responsibilities    
 
Employees of the Trust are required to promote and support the mission and vision 
of the service for which they are responsible and: 

 At all times provide a caring service and to treat those with whom they come 
into contact in a courteous and respectful manner. 

 Demonstrate their commitment by their regular attendance and the efficient 
completion of all tasks allocated to them. 

 Comply with the Trust’s Smoke Free Policy. 
 Carry out their duties and responsibilities in compliance with the Health and 

Safety Policies and Statutory Regulations. 
 Adhere to Equality and Good Relations duties throughout the course of their 

employment. 
 Ensure the ongoing confidence of the public in-service provision. 
 Maintain high standards of personal accountability. 
 Comply with the HPSS Code of Conduct. 

 
Information Governance   
 
All employees of Belfast Health & Social Care Trust are legally responsible for all 
records held, created or used as part of their business within the Belfast Health and 
Social Care Trust, including patient/client, corporate and administrative records 
whether paper based or electronic and also including e-mails.  All such records are 
public records and are accessible to the general public, with limited exceptions, 
under the Freedom of Information Act 2000, the Environment Regulations 2004, the 

General Data Protection Regulation (GDPR) and the Data Protection Act 2018. 
Employees are required to be conversant and to comply with the Belfast Health and 
Social Care Trust policies on Information Governance including for example the ICT 
Security Policy, Data Protection Policy and Records Management Policy and to seek 
advice if in doubt. 

 
For further information on how we use your personal data within HR, please 
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refer to the Privacy Notice available on the HUB or Your HR 
 

Environmental Cleaning Strategy 
 
The Trusts Environmental Cleaning Strategy recognizes the key principle that 
“Cleanliness matters is everyone’s responsibility, not just the cleaners” Whilst there 
are staff employed who are responsible for cleaning services, all Trust staff have a 
responsibility to ensure a clean, comfortable, safe environment for patients, clients, 
residents, visitors, staff and members of the general public. 

 
Infection Prevention and Control 
 
The Belfast Trust is committed to reducing Healthcare associated infections (HCAIs) 
and all staff have a part to play in making this happen. Staff must comply with all 
policies in relation to Infection Prevention and Control and with ongoing reduction 
strategies.  Standard Infection Prevention and Control Precautions must be used at 
all times to ensure the safety of patients and staff. 
 
This includes:- 

 Cleaning hands either with soap and water or a hand sanitiser at the 
appropriate times (WHO ‘5 moments’); 

 Using the correct ‘7 step’ hand hygiene technique; 
 Being ‘bare below the elbows’ when in a clinical environment; 
 Following Trust policies and the Regional Infection Control Manual (found on 

intranet); 
 Wearing the correct Personal Protective Equipment (PPE); 
 Ensuring correct handling and disposal of waste (including sharps)  and 

laundry; 
 Ensuring all medical devices (equipment) are decontaminated appropriately 

i.e. cleaned, disinfected and/or sterilised; 
 Ensuring compliance with High Impact Interventions. 

 

Personal Public Involvement  
 
Staff members are expected to involve patients, clients, carers and the wider 
community were relevant, in developing, planning and delivering our services in a 
meaningful and effective way, as part of the Trust’s ongoing commitment to Personal 
Public Involvement (PPI). 
 
Please use the link below to access the PPI standards leaflet for further information. 
 
http://www.publichealth.hscni.net/sites/default/files/PPI_leaflet.pdf 

 
Clause: This job description is not meant to be definitive and may be 

amended to meet the changing needs of the Belfast Health and 

Social Care Trust. 
 
 

http://www.publichealth.hscni.net/sites/default/files/PPI_leaflet.pdf
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PERSONNEL SPECIFICATION 
 

JOB TITLE / BAND:  Planning and Equality Senior Manager / Band 8A 
  
DEPT / DIRECTORATE:  Planning and Equality / Performance, Planning & 

Informatics  
 

 

Notes to applicants:  

1. You must clearly demonstrate on your application form under each question, how you meet 
the required criteria as failure to do so may result in you not being shortlisted. You should 
clearly demonstrate this for both the essential and desirable criteria. 

2. Shortlisting will be carried out on the basis of the essential criteria set out below, using the 
information provided by you on your application form.  Please note the Trust reserves the 
right to use any desirable criteria outlined below at shortlisting.  You must clearly 
demonstrate on your application form how you meet the desirable criteria. 

3. Proof of qualifications and/or professional registration will be required if an offer of 
employment is made – if you are unable to provide this, the offer may be withdrawn. 

 

ESSENTIAL CRITERIA 
 

The following are ESSENTIAL criteria which will initially be measured at shortlisting 
stage although may also be further explored during the interview/selection stage.   

You should therefore make it clear on your application form whether or not you meet 
these criteria. Failure to do so may result in you not being shortlisted. The stage in the 
process when the criteria will be measured is stated below. 

Factor Criteria 

 

Method of 
Assessment 

 

Experience 

Qualifications 

Registration 

 

 Have a university degree or relevant 
professional qualification at graduate or 
diploma level, and have worked for at 
least 2 years in a senior management 
role. 
* (Senior management is defined as 
Agenda for Change Band 7 or 
equivalent salary band). 
OR 
Have worked for at least 4 years in 
senior management role.                                                                                                                   

Shortlisting by 
Application Form 
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 Provide evidence of Planning and/or 
Improvement and/or Equality specialist 
training through a relevant qualification/ 
course and experience in using 
improvement methodologies. 

 Have 2 years knowledge and 
experience at senior management level 
in planning and/or equality. 

 Experience in the development of 
business cases for service change and 
use of service improvement 
methodologies. 

 Knowledge and experience in 
consultation on service change and/or 
screening and EQIA . 

 Successfully demonstrated people 
management, governance, leadership 
and organisational skills. 

 Provide evidence of responsibility for 
achieving measurable improvements in 
service delivery through planning or 
equality related initiatives. 

 Have excellent analytical and 
communication skills, both orally and in 
writing and computer experience. 

 Have worked with a diverse range of 
stakeholders, both internally and 
externally to the organisation, to achieve 
successful outcomes. 

Other (e.g. 
Driving etc.) 

 

 Current UK driving licence and access 
to a car. 

 

 ‘Where disability prohibits driving, this criteria 
will be waived if the applicant is able to organise 
suitable alternative arrangements’ 

Shortlisting by 
Application Form  
 
 

 

 

DESIRABLE CRITERIA 
 

Desirable criteria will ONLY be used where it is necessary to introduce additional job related 
criteria to ensure files are manageable. You should therefore make it clear on your application 
form how you meet these. Failure to do so may result in you not being shortlisted. 

Factor Criteria Method of 
Assessment 

Experience 

Qualifications 

Registration 

 Experience of financial management 
and budgetary constraints. 

 

Shortlisting by 
Application Form / 
Interview 
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NOTE: 
Where educational/professional qualifications form part of the criteria you will be 
required, if shortlisted for interview, to produce original certificates and one 
photocopy of same issued by the appropriate authority. Only those certificates 
relevant to the shortlisting criteria should be produced. If educational certificates are 
not available an original letter and photocopy of same detailing examination results 
from your school or college will be accepted as an alternative. 
 
If successful you will be required to produce documentary evidence that you are 
legally entitled to live and work in the United Kingdom. This documentation can be a 
P45, Payslip, National Insurance Card or a Birth Certificate confirming birth in the 
United Kingdom or the Republic of Ireland. Failure to produce evidence will result in a 
non-appointment. 

 

Where a post involves working in regulated activity with vulnerable groups, post 
holders will be required to register with the Independent Safeguarding Authority. 

 

Healthcare Leadership Competencies 
 

Candidates who are shortlisted for interview will need to demonstrate at interview 
that they have the required competencies to be effective in this demanding 
leadership role.   
 
The competencies concerned are set out in the NHS Healthcare Leadership Model, 
details of which can be found at: 
 
http://www.leadershipacademy.nhs.uk/resources/healthcare-leadership-model.   
 
Particular attention will be given to the following: 

 Inspiring shared purpose 

 Leading with care 

 Evaluating information 

 Connecting our service 

 Sharing the vision 

 Engaging the team 

 Holding to account 

 Developing capability 

 Influencing for results 
 
 

http://www.leadershipacademy.nhs.uk/resources/healthcare-leadership-model
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HSC Values 
 

Whilst employees will be expected to portray all the values, particular attention is 
drawn to the following values for this role 



 

 

JOB DESCRIPTION 

 
 
POST:  Technology Enabled Care Service 

Manager  
 
LOCATION:  Admin Building Knockbracken 

Healthcare Park  
 
DIRECTORATE:  Performance, Planning & Informatics 
 
GRADE:              8a   
 
REPORTS TO:  Senior Manager Planning & Contracts 
 

    RESPONSIBLE TO:  Co Director of Performance, Planning & 
Informatics 

 
 
 
JOB SUMMARY / MAIN PURPOSE: 

The Technology Enabled Care Services Manager will support the development, 
implementation and operation of the Belfast Trust’s Telehealth and Telecare Services. 
The post holder will have a lead role in identifying and implementing service 
improvement and innovation initiatives related to Technology Enabled Care (TEC) 
Services. The Post Holder will be responsible for the development of robust systems 
and processes to ensure the timely reporting, monitoring and quality assurance of data 
related to Telehealth and Telecare services, including contracting, procurement and 
supporting budgetary monitoring. The role will ensure the appropriate policies, 
procedures, guidelines and other management processes are implemented to provide 
a governance/management framework for Telehealth and Telecare services. The Post 
Holder will work in collaboration with the Centre for Connected Health (PHA). 

 
 
 
 
 
 
 



Main Duties / Responsibilities 

Setting Direction 
 

 Promote, support and lead implementation of TEC service developments in 
appropriate areas within the Directorates working with Service Managers. 
 

 Actively engage with medical, nursing, social care and AHP staff to promote the 
use of Telehealth and Telecare within the Trust. 
 

 Take a lead role in procurement and liaising with external service providers and 
commissioners around contracting arrangements for Telehealth and Telecare.  
 

 Work with Service Managers to support the re-design of processes, working 
practices and data-flow associated with the implementation of Telehealth and 
Telecare. 
 

Service Delivery 
 

 In conjunction with Service Managers, take forward the Trust’s Telehealth and 
Telecare plan, which reflects the Trust’s overall goals. 
 

 Provide knowledge and advice to Services to facilitate and enable them to 
implement TEC solutions. 

 

 Project manage the implementation of the Telehealth and Telecare services and 
produce action plans to achieve internal and external (eg.PHA/DoH/HSCB) 
Telehealth and Telecare targets for the Trust.  
 

 Work in conjunction with the Service Managers of the relevant services to 
ensure compliance with regional commissioning and local targets related to 
Telehealth and Telecare. 
 

 Produce reports as required in relation to planning, performance, service 
improvement and contract activities for Telehealth and Telecare for both internal 
and external stakeholders as required.  

 
 Support service managers to deliver a training/development strategy for staff in 

relation to Telehealth and Telecare and redesign and modernisation of services. 
 

 Develop robust evaluation systems including the collection and analysis of data 
that demonstrates the efficiency and effectiveness of the Telehealth and 
Telecare programmes.  

 
 Identify areas of underperformance/risk in any of the Telehealth and Telecare 

Services and agree recovery plans with the relevant services. 
 



 Lead on the development of performance indicators to assess the success of 
the Telehealth and Telecare services working with Directorates.  

 
Development and Innovation 
 

 Work closely with Trust Colleagues and Commissioners to support 
developments in relation to Telehealth and Telecare, assist in evaluating 
improvements where possible in line with best practice. 

 

 Support Service Managers in promoting the modernization of services in 
relation to the utilization of effective technology and software for the benefit of 
service users. 

 

 Assist Service Managers by taking the lead in monitoring and by preparing 
reports on effectiveness of improved and enhanced technology across 
Directorates, Commissioners and other stakeholders. 

 
 
 Collaborative Working 
 

 Work closely to provide guidance, advice and support to Directors, Co - 
Directors and Service Managers regarding Telehealth and Telecare.  
 

 Work collaboratively across health and social care sectors and with the Trust’s 
partners in Connected Health/PHA/Department of Health/HSC Board/Trusts and 
wider partners and stakeholders on issues related to service planning, 
implementation, performance and commissioning of Telehealth and Telecare 
provision.  

 
 Work collaboratively with other regional Trust Telehealth and Telecare 

managers and Centre for Connected Health(CCHSC) colleagues to share best 
practice and learning across NI. 

 
 Represent the Trust, as appropriate, on external groups and contribute to the 

work of regional forums and networks for Telehealth and Telecare Services. 
 
 
Communication  
 

 Contribute to the establishment of robust communication systems, within the 
Trust to support all aspects of service planning, performance management, 
service improvement and contract activities in relation to Telehealth and 
Telecare.  

 

 To promote an information culture and the effective use of information to 

analyse and support service performance and accountability. 

 



 To ensure that effective communication systems are in place across the service 
areas to inform staff of service improvements in relation to Telehealth and 
Telecare and other areas of modernization and service reform. 
 

 To support Service Managers through communication with Suppliers as 
required ensuring good relationships are maintained. 
 

 To support Service Managers through Trust representation as appropriate on 
external Groups and contribute to the work of regional forums and networks for 
Telehealth and Telecare. 

 
 Quality 
 

 Work with the Co-Directors/Service Managers to ensure that Telehealth and 
Telecare performance is cognisance of national and regional standards. 
 

 Ensure high standards of governance in all aspects of service delivery and 
management relevant to Telehealth and Telecare provision. 

 
 Work with Service Managers to ensure high standards information governance, 

data handling and protection relevant to Telehealth and Telecare and that 
relevant documentation and processes are in place and compliant with 
Information Governance guidance including GDPR  e.g. Data Access 
Agreements, Patient consent documentation and contracting arrangements. 
 

 Work with all necessary partners and stakeholders to ensure high compliance 
standards and performance linked to the delivery of Telehealth and Telecare 
including independent sector providers and holding to account when these 
standards are not delivered. 

 
 Ensure that risks in relation to Telehealth and Telecare are identified and 

measures are put in place to mitigate those risks. 
 

 Responsibility for dealing with complaints in regard to Telehealth and Telecare 
in accordance with Trusts complaints procedures. 

 
 Work with Service Managers to make accurate judgements around timescales, 

benefits, costs and risks to achieve maximum benefits realisation.  
 
Financial and Resource Management 
 

 Work with Service Managers to ensure that the Telehealth and Telecare service 
is managed and delivered within the funded budget from the CCHSC. 
 

 Assist Service Managers ensure value for money in relation to Telehealth and 
Telecare service planning and activities. 
 



 Support Service Managers by undertaking financial modelling linked to the 
design, uptake and delivery of Telehealth and Telecare services and take 
responsibility for the monitoring of project budgets linked to these activities. 
Following on from this, assist Service Managers in negotiation of subsequent 
financial allocations with Commissioners to ensure on-gong services delivery 
and improvements. 

 
 Support Service Managers to resolve any financial discrepancies in relation to 

sub-optimum service delivery by private provider to the Trust and to ensure 
these discrepancies are redressed to the Trust. 

 
People Management and Development 
 

 Work effectively as Telehealth and Telecare lead to ensure effective working 
with staff and stakeholders to create a culture of effective team working, staff 
recognition, continuous improvement and innovation. 
 

 Support staff across all disciplines and at all levels across the Trust in the 
ongoing development of Telehealth and Telecare services that operate in the 
context of a whole systems approach and in line with Trust objectives. 
 
  

 Establish and maintain strong working relationships with staff and holding to 
account as part of a change management process, through support, 
mentorship, training and a coaching approach, ensuring delivery of successful 
service outcomes regarding Telehealth and Telecare services. 

 Participate in the selection and appointment of staff as required, and in 
accordance with procedures laid down by the Trust.  

 
General Responsibilities  

Employees of the Trust are required to promote and support the mission and vision of 

the service for which they are responsible and: 

– At all times provide a caring service and to treat those with whom they come into 

contact in a courteous and respectful manner. 

– Demonstrate their commitment by their regular attendance and the efficient 

completion of all tasks allocated to them. 

– Comply with the Trust’s Smoke Free Policy. 

– Carry out their duties and responsibilities in compliance with the Health and Safety 

Policies and Statutory Regulations. 

 



– Adhere to Equality and Good Relations duties throughout the course of their 

employment. 

– Ensure the ongoing confidence of the public in-service provision. 

– Maintain high standards of personal accountability. 

– Comply with the HPSS Code of Conduct. 

 

Records Management 

All employees of Belfast Health & Social Care Trust are legally responsible for all 

records held, created or used as part of their business within the Belfast Health and 

Social Care Trust, including patient/client, corporate and administrative records 

whether paper based or electronic and also including e-mails.  All such records are 

public records and are accessible to the general public, with limited exceptions, under 

the Freedom of Information Act 2000, the Environment Regulations 2004 and Data 

Protection Act 1998.  Employees are required to be conversant with the Belfast Health 

and Social Care Trust policy and procedure on records management and to seek 

advice if in doubt. 

 
Employees of the Trust are required to promote and support the mission and vision of 
the service for which they are responsible and: 
 

 At all times provide a caring service and to treat those with whom they come 
into contact in a courteous and respectful manner. 

 
 Demonstrate their commitment by their regular attendance and the efficient 

completion of all tasks allocated to them. 
 
 Comply with the Trust’s Smoke Free Policy. 
 
 Carry out their duties and responsibilities in compliance with the Health and 

Safety Policies and Statutory Regulations. 
 
 Adhere to Equality and Good Relations duties throughout the course of their 

employment. 
 
 Ensure the ongoing confidence of the public in-service provision. 
 
 Maintain high standards of personal accountability. 
 
 Comply with the HPSS Code of Conduct. 

 



Records Management 
 
All employees of Belfast Health & Social Care Trust are legally responsible for all 
records held, created or used as part of their business within the Belfast Health and 
Social Care Trust, including patient/client, corporate and administrative records 
whether paper based or electronic and also including e-mails.  All such records are 
public records and are accessible to the general public, with limited exceptions, under 
the Freedom of Information Act 2000, the Environment Regulations 2004, Data 
Protection Act 1998 and GDPR (2018).  Employees are required to be conversant with 
the Belfast Health and Social Care Trust policy and procedure on records 
management and to seek advice if in doubt. 
 
Environmental Cleaning Strategy 
 
The Trusts Environmental Cleaning Strategy recognizes the key principle that 
“Cleanliness matters is everyone’s responsibility, not just the cleaners” Whilst there are 
staff employed who are responsible for cleaning services, all Trust staff have a 
responsibility to ensure a clean, comfortable, safe environment for patients, clients, 
residents, visitors, staff and members of the general public. 
 
Infection Prevention and Control 
 
The Belfast Trust is committed to reducing Healthcare associated infections (HCAIs) 
and all staff have a part to play in making this happen. Staff must comply with all 
policies in relation to Infection Prevention and Control and with ongoing reduction 
strategies.  Standard Infection Prevention and Control Precautions must be used at all 
times to ensure the safety of patients and staff. 
 
This includes:- 

 Cleaning hands either with soap and water or a hand sanitiser at the 
appropriate times (WHO ‘5 moments’); 

 Using the correct ‘7 step’ hand hygiene technique; 
 Being ‘bare below the elbows’ when in a clinical environment; 
 Following Trust policies and the Regional Infection Control Manual (found on 

intranet); 
 Wearing the correct Personal Protective Equipment (PPE); 
 Ensuring correct handling and disposal of waste (including sharps)  and laundry; 
 Ensuring all medical devices (equipment) are decontaminated appropriately i.e. 

cleaned, disinfected and/or sterilised; 
 Ensuring compliance with High Impact Interventions. 

 
Values 
 
The Belfast Trust aims to recruit staff not only with the right skills but also with the right 
values to ensure the delivery of excellent patient care and experience. Staff will be 
expected to be committed to provide safe, effective, compassionate and person 
centered care by:-  



 
 Treating Everyone with Dignity and Respect 
 
 Displaying Openness and Trust 
 
 Being Accountable 
 
 Being Leading Edge 
 
 Maximising Learning and Development 

 
By embedding the above values we will make a significant contribution to the delivery 
of the Trust’s Vision. 
 
Personal Public Involvement  
 
Staff members are expected to involve patients, clients, carers and the wider 
community were relevant, in developing, planning and delivering our services in a 
meaningful and effective way, as part of the Trust’s ongoing commitment to Personal 
Public Involvement (PPI). 
 
Please use the link below to access the PPI standards leaflet for further information. 
 
http://www.publichealth.hscni.net/sites/default/files/PPI_leaflet.pdf 
 
Clause: This job description is not meant to be definitive and may be 

amended to meet the changing needs of the Belfast Health and 
Social Care Trust. 

 
SHORTLISTING 

 

A shortlist of candidates for interview will be prepared on the basis of the information 

contained in the application form.  It is therefore essential that all applicants 

demonstrate through their application how and to what extent to which they satisfy 

each criterion specified. 

 

Candidates who are short-listed for interview will need to demonstrate at interview that 

they have the required competencies to be effective in this leadership role. The 

competencies concerned are given in the NHS Leadership Qualities Framework, 

details of which can be access at nhsleadershipqualities.nhs. 

 

*”senior role” is defined as experience gained working at a minimum level of Band 7 or 

equivalent. 

 

 

http://www.publichealth.hscni.net/sites/default/files/PPI_leaflet.pdf


VALUE BASED RECRUITMENT 

 

*Values Based Recruitment is a process adopted by the Belfast Trust to attract and 

select employees on the basis that their individual values and behaviours align with 

those of the Trust and incorporating the Healthcare Leadership Model. 

 

It focuses on the ‘how and ‘why’ people do what they do. 

 

Candidates who are short-listed for interview will need to demonstrate at interview that 

they have the required knowledge, skills, competencies and values to be effective in 

this new role. 

 

In answering the value based questions you have the opportunity to share examples of 

when you have demonstrated values relevant to the Belfast Trust. 

 

 

 

 



 
 

PERSONNEL SPECIFICATION 
 

JOB TITLE AND BAND:  Technology Enabled Care Service Manager 
                                           Band 8a  
 
DEPARTMENT/DIRECTORATE: Performance, Planning & Informatics/Adult Social 
and Primary Care 
 
 
Notes to applicants:  

1. You must clearly demonstrate on your application form under each question, how you 
meet the required criteria as failure to do so may result in you not being shortlisted. 
You should clearly demonstrate this for both the essential and desirable criteria. 

2. Shortlisting will be carried out on the basis of the essential criteria set out in Section 1 
below, using the information provided by you on your application form.  Please note 
the Trust reserves the right to use any desirable criteria outlined in Section 3 at 
shortlisting.  You must clearly demonstrate on your application form how you meet the 
desirable criteria. 

3. Proof of qualifications and/or professional registration will be required if an offer of 
employment is made – if you are unable to provide this, the offer may be withdrawn. 

 

ESSENTIAL CRITERIA 

 

SECTION 1: The following are ESSENTIAL criteria which will initially be measured at 
shortlisting stage although may also be further explored during the interview/selection 
stage.  You should therefore make it clear on your application form whether or not you 
meet these criteria. Failure to do so may result in you not being shortlisted. The stage in 
the process when the criteria will be measured is stated below. 

Factor Criteria 

Ideally no more than 6-8 criteria in this section 

Method of 
Assessment 

Experience  

 

Demonstrate experience of project leadership or 
management and be able to demonstrate 
successful outcomes. 

 

Demonstrate experience of promoting and 

leading change. 

 

Shortlisting by 
Application Form 



Demonstrate experience of and ability to work at 

both strategic and operational level. 

 
Demonstrate effective planning and organisation 

skills with an ability to prioritise own workload. 

 
Demonstrate ability to analyse information and 
produce reports, presenting complex information 
in the most appropriate manner. 
 

Demonstrate a high level of IT literacy, including 
word processing, spreadsheets, databases and 
Powerpoint and have a proven record of collating 
and analysing information. 

 

Qualifications/ 
Registration 

Degree  or recognised professional qualification in 
health or social care, business, management or 
and administrative field AND 2 years in a direct 
health/social care delivery role or 
admin/management related role at Band 6 or 
above. 

 

OR 

 

5 years experience in a direct health/social care 
delivery role or admin/management role, 2 years 
of which must have been at Band 6 or above. 

 

Shortlisting by 
Application Form 

Other Hold a full driving licence with access to a car or 
access to a form of transport to meet the mobility 
needs of the post. 

 

Shortlisting by 
Application Form 

SECTION 2: The following are ESSENTIAL criteria which will be measured during the 
interview/ selection stage: 

Skills / 
Abilities 

Demonstrate a high level of IT literacy, including 
word processing, spreadsheets, data bases and 
Powerpoint and have a proven record of collating 
and analysing information. 

 

Demonstrate project leadership or management 
skills. 

Interview / Test 



 

Demonstrate the ability to work as part of a team 
and on own initiative. 

 

Demonstrate excellent communication, 

influencing and negotiation skills at all levels, as 

this post requires liaison with a wide range of 

stakeholders both internal and external to the 

Trust. 

 

Knowledge Have knowledge and understanding in the use of 
a broad base of Technology Enabled Care 
services in Health and Social Care setting. 

 

Knowledge of Project management and service 
improvement processes. 

 

 

Interview / Test 

 

DESIRABLE CRITERIA 

 

SECTION 3: these will ONLY be used where it is necessary to introduce additional job 
related criteria to ensure files are manageable. You should therefore make it clear on 
your application form how you meet these criteria. Failure to do so may result in you not 
being shortlisted 

Factor Criteria Method of 
Assessment 

Experience  

 

Financial and budgetary management. Shortlisting by 
Application Form 

Qualifications 

 

 Shortlisting by 
Application Form 

 

 
VALUE BASED RECRUITMENT 
 
* Values Based Recruitment is a process adopted by the Belfast Trust to attract and 
select employees on the basis that their individual values and behaviours align with 
those of the Trust and incorporating the Healthcare Leadership Model. 
 
It focuses on the ‘how’ and ‘why’ people do what they do. 
 
Candidates who are short-listed for interview will need to demonstrate at interview that 



they have the required knowledge, skills, competencies and values to be effective in 
this new role. 
 
In answering the value based questions you have the opportunity to share examples of 
when you have demonstrated values relevant to the Belfast Trust. 
 
 



Belfast HSC Trust Values 
 

Whilst employees will be expected to portray all the values, particular attention is 
drawn to the following values for this role: (Delete those values not being assessed 
for this role) 

 
RESPECT & DIGNITY 

 Being respectful to others 

 Showing compassion to those who are suffering 

 Acting fairly and even-handed 

 Acknowledging the good work of others 

 Supporting others to achieve positive results 
 

 
OPENNESS & TRUST 

 Communicating openly and consistently 

 Listening to the opinions of others and acting sensitively 

 Being trustworthy & genuine 

 Ensuring that appropriate information is shared honestly 
 

 
ACCOUNTABILITY 

 Taking responsibility for your own decisions and actions 

 Openly admitting your mistakes and learning from them 

 Using all available resources appropriately 

 Challenging failures and poor practice courageously 
 

 
LEADING EDGE 

 Actively seeking out innovative practice 

 Participate in new approaches & service development opportunities 

 Share best practice with others 

 Promote the Trust as a centre of excellence 
 

 
MAXIMISING LEARNING & DEVELOPMENT 

 Act as a role model for the development of others 

 Continuing to challenge my own practice 

 Fulfil my own statutory mandatory training requirements 

 Actively support the development of others 
 
 



INCLUDE FOR SENIOR POSTS (Band 8a or above) IF RELEVANT 
Candidates who are shortlisted for interview will need to demonstrate at interview that 
they have the required competencies to be effective in this demanding leadership role.  
The competencies concerned are set out in the NHS Healthcare Leadership Model, 
details of which can be found at 
http://www.leadershipacademy.nhs.uk/resources/healthcare-leadership-model.  
Particular attention will be given to the following dimensions: 
 

 Inspiring shared purpose 

 Leading with care 

 Evaluating information 

 Connecting our service 

 Sharing the vision 

 Engaging the team 

 Holding to account 

 Developing capability 

 Influencing for results. 

 
 
 
NOTE: 
Where educational/professional qualifications form part of the criteria you will be 
required, if shortlisted for interview, to produce original certificates, and one 
photocopy of same, issued by the appropriate authority. Only those certificates 
relevant to the shortlisting criteria should be produced. If educational certificates 
are not available an original letter and photocopy of same detailing examination 
results from your school or college will be accepted as an alternative. 
 
If successful you will be required to produce documentary evidence that you are 
legally entitled to live and work in the United Kingdom. This documentation can be 
a P45, payslip, National Insurance Card or a birth certificate confirming birth in the 
United Kingdom or the Republic of Ireland. Failure to produce evidence will result in 
a non-appointment. 
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