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Job Profiles for

Assistant Team Therapist (ATT)

Team Therapist (TT)

Senior Team Therapist (STT)

Deputy Team Leader (DTL)

Team Leader (TL)

Team Psychiatrist (TP)
Specialist Team Therapist (SpTT)

Team Administrator (TA)
Expert by Experience (XBX)
Research Coordinator (RC) aka Team Researcher (TR)

Training Coordinator (TC)
Project Manager (PM)
Thames Valley Initiative:

Clinical posts: job description
POST




APPROXIMATE EQUIVALENCE (for example only)
ASSISTANT TEAM THERAPIST (ATT)

Nurse D / STR / Social Therapist

TEAM THERAPIST (TT)


Nurse E-F / Psychologist junior A
SENIOR TEAM THERAPIST (STT) 

Nurse F-G / Psychologist high A
DEPUTY TEAM LEADER (DTL)

Nurse G-H / Psychologist low B
TEAM LEADER (TL)


Nurse I / managerial / Psychologist higher B
TEAM PSYCHIATRIST (TP)


Staff Grade
SPECIALIST TEAM THERAPIST (SpTT)

Adult Psychotherapist
GRADING AND SALARY:
In accordance with professional scales


HOURS:


Negotiable

DEPARTMENT:

Thames Valley Initiative 


BASE:


Agreed at selection day or subsequent interview
RESPONSIBLE TO:
Team Leader (except TL) and Programme Director
JOB SUMMARY:  
The post holder will work with other TVI staff to implement a high quality service for those diagnosable with personality disorder; to liaise with stakeholder organisations; to provide training, consultation and supervision to others working with this client group; to help raise awareness of the associated problems; and to work on secondments from time to time in partner services in order to spread and develop expertise.
DUTIES FOR ALL CLINICAL GRADES:

1
General

· The post will involve work across the four tiers of the clinical model.

· To implement the TVI plans for services for those diagnosable with personality disorder

· To work flexibly with other TVI team members across the Thames Valley to deliver the service in partnership with stakeholders
· To establish and maintain appropriate relationships with service users

· To participate in training and support for colleagues, and to receive support as agreed.
· To undertake continuing professional development keep up to date by undertaking appropriate post-graduate training as agreed within the service

· To take part in an individual professional review procedure annually involving the identification of developmental needs and priorities.

· To seek opportunities to be updated in areas applicable to the post.
· Professional support and supervision will be provided by the agreed local professional lead and structure.

· To carry out and cooperate in audit and service related research.

2

Clinical

· Responsibilities of the post include: 

a. Assessment of new referrals 

b. Treatment of patients using a variety of models according to clinical need and service approach

c. To work with clinical supervision according to the protocols of the service

d. To function as a key worker for a proportion of clients, and as a co-worker with the remaining clients 

· To work with clinical supervision as agreed * (“close clinical supervision” for ATT)
· To undertake consultation to clinical colleagues on the use of appropriate principles and procedures in their work * (not in ATT JD)
3
Teaching, training and supervision

· To contribute to the teaching and training of trained and trainee health care professional staff within the time allocations of the post, as requested. This is likely to involve both general training in effective approaches to personality disorders, and the implementation of specific approaches.

· To supervise trainees as requested from a range of disciplines and backgrounds *
(not in ATT JD)
4
Management and administration
· To be responsible for knowing about and following all the procedures and policies of the service.   This will include keeping accurate records of all work undertaken and observing procedures with regard to confidentiality.

· To hold strategic and operational management responsibilities for aspects of the service as requested.

· To promote the service through participation in professional networks and committees locally, nationally and internationally as agreed.

· To help in the construction and drafting of procedures and policies for the service

· Undertake such other duties as may be required in the light of changing circumstances.

SPECIFIC EXTRA DUTIES FOR EACH GRADE:
Assistant Team Therapist (ATT)

Job description as above with certain items omitted (*)

Team therapist (TT)

Job description as above
Senior team therapist (ST)

· To provide leadership and supervision within the team as agreed

Deputy team leader (DTL)

· To provide leadership and supervision within the team as agreed
· To act as team leader when necessary and provide support to team leader

Team leader (TL)

· Day to day clinical management of the service
· To ensure staff have an annual appraisal and maintain professional standards

· Staff management within the service

· Duties can be delegated as required
Specialist Team Therapist SpT
· Delivery of therapy in accordance with recognised specialist models

· Teaching, training and supervision in specialist model 

Team Psychiatrist (TP)

· To prescribe and monitor medication
· Delegation of medical responsibility in consultant’s absence

· The post is governed by the Medical and Dental Terms and Conditions of Service.
Team Therapist (outreach / Mind liaison) (TTOM)
· To plan and deliver the therapeutic group service for the city and county in conjunction with Mind day service workers and day service managers.

· To offer supervision, support and training to Mind workers who facilitate CBT groups.

· To set up systems to monitor and evaluate the groups.

· To be the main contact for enquiries about groups and provide a telephone service which may result in booking an assessment for groups or be a gateway for other more appropriate services at the time.

· To establish and maintain working relationships with professionals and others involved in mental health (including other Oxfordshire Mind Day Services) in the area, publicising the group service, representing the service at meetings and community events when appropriate.

· To provide supervision and link between TVI and Mind Oxon services, including day services and residential projects. 

· To work within the policies of Mind.

July 2004
	
	Essential
	Desirable

	Qualifications
	· All except ATT: Core mental health qualification (mental health nursing, social work, clinical psychology, occupational therapy)

· ATT: Basic literacy and numeracy
· SpT: UKCP or equivalent registration
· TP: MRCPsych
	· Degree level education (if not part of core qualification)

· Continuing registration

· Higher degree

	Clinical experience
	· Experience of group work

· TL: minimum 5 years post qualification experience;  team leadership experience; team management experience

· DTL: minimum of 4 years post qual experience
· STT: minimum of 3 years post qual experience
· ATT: to have completed course of personal therapy, with more than 2 years since end of first therapy
	· Experience of prsonality disorder work

· Experience of therapeutic community work

· Experience in secure/forensic settings

· STT and senior: supervision experience supervision training

	Other training experience
	· Evidence of commitment to ongoing professional development
	· Personal therapy

· Psychotherapeutic training and experience

· Other relevant personal and professional experience



	Teaching / research
	· Interest in teaching
	· Research experience

· Teaching experience


	Personal attributes
	· Ability to work as part of a team

· Good listening and communication skills

· Ability to reflect on own practice an process

· Commitment to and awareness of recovery model of PD

· Commitment to the overall aims, objectives and philosophy of the Thames Valley complex needs initiative

	

	Health
	· Adequate health to fulfil responsibilities of post

	

	Other
	· Basic computer skills
	· Car driver

· Evidence of other personal interests
  


Thames Valley Initiative:

Clinical posts - person specifications.
Thames Valley Initiative:

Team Administrator (TA) job description
TITLE OF POST:

Team Administrator


GRADING:

Admin & Clerical grade 4.


SALARY AND HOURS:
37 hours per week. Salary?
POST REFERENCE:
[insert]

DEPARTMENT:

Thames Valley Personality Disorder Initiative 


BASE:


Oxford.
RESPONSIBLE TO:
Team Leader and Team Consultant

JOB SUMMARY:  
The post holder will work with other TVI staff to implement a high quality service for those diagnosable with personality disorder; to liaise with stakeholder organisations; to help the team to raise awareness of the associated problems; and to work on secondments from time to time in partner services in order to spread and develop administrative and practical expertise.
DUTIES:
1
General

· The post can involve work across the four tiers of the clinical model, and the Thames Valley coordinating structures including training, research, service development and service advocacy.

· This will be to implement the TVI plans for services for those diagnosable with personality disorder

· It will entail working flexibly with other TVI team members across the Thames Valley to deliver the service in partnership with various stakeholders in health and other sectors.

· Maintaining appropriate and cordial relationships with service users will be essential.
· Participation in training and support for colleagues, and receiving support as agreed.
· To undertake continuing professional development keep up to date by undertaking appropriate training, as agreed within the service

· To take part in an individual performance review procedure annually, involving the identification of developmental needs and priorities.

· To seek opportunities to be updated in areas applicable to the post.
· Support and supervision will be provided within the agreed local structures.

· To carry out and cooperate in audit and service related research.

2
Administrative and clerical

· To deal with mail, phone and email communication as agreed

· To greet and provide “user-friendly” interface with those using the services

· To produce letters, reports and other documents as required by the clinical staff and experts by experience

· To contribute to the smooth running of the practicalities of the service

· To liaise with partner services’ administration as required

· To maintain agreed electronic and paper filing systems

· To make suitable travel arrangements for team members as required

· To administer appointment and booking systems for users of the service

· To arrange appointments, meetings and other activities for senior team members as agreed

· To book venues and participate in arragnements for meetings and conferences related to the service and training activities

· To maintain mailing lists in accordance with service and training needs

· To undertake postal and electronic mailings as agreed
4
Management and administration
· To be responsible for knowing about and following all the procedures and policies of the service.   This will include keeping accurate records of all work undertaken and observing procedures with regard to confidentiality.

· To hold strategic and operational management responsibilities for aspects of the service as requested.

· To promote the service through participation in professional networks and committees locally, nationally and internationally as agreed.

· To help in the construction and drafting of procedures and policies for the service

· Undertake such other duties as may be required in the light of changing circumstances.

This job description is not restrictive or definitive in any way and should be regarded only as a guideline to the duties required and may be amended in the light of changing circumstances following consultation with the post holder. The job description does not form part of the Contract of Employment.

May 2004.

Thames Valley Initiative:

Team Administrator (TA) job description
TITLE OF POST:

Team Administrator


GRADING:

Admin & Clerical grade 6


SALARY AND HOURS:
37 hours per week. 
POST REFERENCE:
[insert]

DEPARTMENT:

Thames Valley Personality Disorders Initiative 


BASE:


Oxford.
RESPONSIBLE TO:
Team Leader and Team Consultant

JOB SUMMARY:  
The post holder will work with other TVI staff to implement a high quality service for those diagnosable with personality disorder; to liaise with stakeholder organisations; to help the team to raise awareness of the associated problems; and to work on secondments from time to time in partner services in order to spread and develop administrative and practical expertise.
DUTIES:
1
General

· The post can involve work across the four tiers of the clinical model, and the Thames Valley coordinating structures including training, research, service development and service advocacy.

· This will be to implement the TVI plans for services for those diagnosable with personality disorder

· It will entail working flexibly with other TVI team members across the Thames Valley to deliver the service in partnership with various stakeholders in health and other sectors.

· Maintaining appropriate and cordial relationships with service users will be essential.
· Participation in training and support for colleagues, and receiving support as agreed.
· To undertake continuing professional development keep up to date by undertaking appropriate training, as agreed within the service

· To take part in an individual performance review procedure annually, involving the identification of developmental needs and priorities.

· To seek opportunities to be updated in areas applicable to the post.
· Support and supervision will be provided within the agreed local structures.

· To carry out and cooperate in audit and service related research.

2
Administrative and clerical

· To deal with mail, phone and email communication as agreed

· To greet and provide “user-friendly” interface with those using the services

· To produce letters, reports and other documents as required by the clinical staff and experts by experience

· To contribute to the smooth running of the practicalities of the service

· To liaise with partner services’ administration as required

· To maintain agreed electronic and paper filing systems

· To make suitable travel arrangements for team members as required

· To administer appointment and booking systems for users of the service

· To arrange appointments, meetings and other activities for senior team members as agreed

· To book venues and participate in arragnements for meetings and conferences related to the service and training activities

· To maintain mailing lists in accordance with service and training needs

· To undertake postal and electronic mailings as agreed
4
Management and administration
· To be responsible for knowing about and following all the procedures and policies of the service.   This will include keeping accurate records of all work undertaken and observing procedures with regard to confidentiality.

· To hold strategic and operational management responsibilities for aspects of the service as requested.

· To promote the service through participation in professional networks and committees locally, nationally and internationally as agreed.

· To help in the construction and drafting of procedures and policies for the service

· Undertake such other duties as may be required in the light of changing circumstances.

This job description is not restrictive or definitive in any way and should be regarded only as a guideline to the duties required and may be amended in the light of changing circumstances following consultation with the post holder. The job description does not form part of the Contract of Employment.

May 2004.

	
	Essential
	Desirable

	Qualifications
	· GCSE or equivalent in English and maths
	· Education beyond GCSE or equivalent

· Specific NVQs

	Health service experience
	
	·  Supervision experience/training
· NHS experience

	Other training experience
	· Evidence of commitment to ongoing professional development
· Secretarial/admin experience

· Desire to attend training courses relating to role as appropriate
	· Other relevant personal and professional experience or qualifications



	Skills and capabilities
	· Good typing speed.
· Word processing experience with both audio and copy typing
· Good computer skills: at least MS Word, Excel, Powerpoint, Outlook and Internet Explorer

· Ability to prioritise workload
	· Aptitude for graphic design

· Computer skills: Publisher, Access, Front Page

	Personal attributes
	· Ability to work as part of a team
· Cheerful and welcoming demeanour, confident with patient contact
· Good listening, communication and organisational skills and excellent phone manner
· Commitment to the overall aims, objectives and philosophy of the Thames Valley initiative

	· Good understanding of the importance of confidentiality and data protection act. 

	Health
	· Adequate health to fulfil responsibilities of post

	

	Other
	
	· Car driver

· Evidence of other personal interests


Thames Valley Initiative:

Administrative staff - person specifications
Thames Valley Initiative:

Expert by Experience (XBX) job description
TITLE OF POST:

Expert by Experience


GRADING:

[insert]


SALARY AND HOURS:
[insert]

POST REFERENCE:
[insert]
DEPARTMENT:

Thames Valley Initiative, Umbrella Structures

BASE:


Oxford.


RESPONSIBLE TO:
Clinical Director of the Thames Valley Initiative

JOB SUMMARY:
To work as a team member of the Thames Valley Initiative and provide expertise through having previously been a service user. The post holder will work with other TVI staff to implement a high quality service for those diagnosable with personality disorder; to liaise with stakeholder organisations; to provide training, consultation and supervision to others working with this client group; to help raise awareness of the associated problems; and to work on secondments from time to time in partner services in order to spread and develop expertise.
DUTIES:
Duties will be allocated by the Clinical Director and team in the light of the needs of the initiative.   Duties will be carried out within the framework of the policies of the initiative.


1
General

· The post will involve work across the four tiers of the clinical model.

· To implement the TVI plans for services for those diagnosable with personality disorder

· To work flexibly with other TVI team members across the Thames Valley to deliver the service in partnership with stakeholders

· To establish and maintain appropriate relationships with other staff and service users

· To participate in training and support for colleagues, and to receive support as agreed.

· To take part in an individual professional review procedure annually involving the identification of developmental needs and priorities.

· To seek opportunities to be updated in areas applicable to the post.

· To participate in research and audit activity as needed.

2
Clinical

· Joint assessment of new referrals to the services in order to:

a. provide a user-friendly introduction to the work of the service

b. undertake mentoring under close supervision

c. participate in team discussion and decisions about referrals 

· Participation in treatment programmes in close collaboration with suitably qualified team members.

· To work with clinical supervision as agreed by the clinical director and team.

3
Teaching

· to collaborate closely with administrative staff to arrange training events in accordance with the NIMHE “Capabilities Framework”

· to collaborate closely with the clinical director and team to design and develop training events within the TV area and beyond

· to participate in and to help recruit service users for sessional engagement in these training events, and other relevant service user and ex-service user activities

4
Service Advocacy

· To promote the service through participation in service user networks, at locality, county, Thames Valley and national levels.

· To promote the service through participation in professional networks locally, 
nationally and internationally.

5
Support & training

· To arrange suitable training and support for other experts by experience.

· To receive suitable support as agreed with the clinical director and team.

· To keep up to date by undertaking appropriate training agreed with the clinical director and team.

6
Management and Administration
· To be responsible for knowing about and following all the procedures and policies of the services.   This will include keeping accurate records of all work undertaken and observing procedures with regard to confidentiality.


· To help in the construction and drafting of procedures and policies for the service

· Undertake such other duties as may be required in the light of changing circumstances.

· This job description is subject to review from time to time and may be amended in consultation with the job holder.


This job description is not restrictive or definitive in any way and should be regarded only as a guideline to the duties required and may be amended in the light of changing circumstances following consultation with the post holder. The job description does not form part of the Contract of Employment.

	
	Essential
	Desirable

	Expertise by  experience
	· To have completed course of personal therapy 
· More than two years since end of first therapy
	· Experience of therapeutic community 

· Experience of more than one model of therapy 

· Other personal and professional experience of mental health treatment and care
· More than five years since end of first therapy


	Education
	· Basic literacy and numeracy

· Basic computer skills
	· GCSE, O-level or equivalent in english and maths

	Other training 
	· Evidence of commitment to ongoing personal development

· Willingness to continue learning and developing, as relevant to the work
	· Relevant courses undertaken and completed since secondary education



	Teaching / research
	· Interest in teaching
	· Teaching experience
· Research experience

	Personal attributes
	· Ability to work as part of a team

· Good listening and communication skills

· Ability to reflect on own practice and process

· Commitment to and awareness of recovery model of PD

· Commitment to the overall aims, objectives and philosophy of the Thames Valley complex needs initiative
	

	Health
	· Adequate health to fulfil responsibilities of post
	

	Other
	· Evidence of other personal interests
	· Car driver




Thames Valley Initiative:

Expert by Experience - person specification
Thames Valley Initiative:

Research Coordinator (RC) job description
TITLE OF POST:

Research Coordinator


GRADING:

[insert]


SALARY AND HOURS:
Half-time [insert]
POST REFERENCE:
[insert]

DEPARTMENT:

Thames Valley Initiative, Umbrella structures 
BASE:


[insert]

RESPONSIBLE TO:
Project Director of the Thames Valley Initiative
JOB SUMMARY:  
The post holder will work with other TVI staff to undertake the agreed evaluation of the new services in Oxfordshire, Buckinghamshire and Berkshire; to develop further research capability and help staff engaged in other relevant research. It will involve liaison with numerous individuals and organisations locally and more widely, and the practical aspects of directly undertaking research. 
DUTIES:
1
General

· The post will involve various work within the Thames Valley coordinating structures including training, research, service development and service advocacy.

· The focus will be to implement the TVI plans for training for those diagnosable with personality disorder

· It will entail working flexibly with other TVI team members across the Thames Valley to deliver the training in partnership with various stakeholders in health and other sectors.

· Maintaining appropriate and cordial relationships with service users will be essential.
· Participation in training and support for colleagues, and receiving support as agreed.
· To undertake continuing professional development keep up to date by undertaking one’s own appropriate training, as agreed within the service

· To take part in an individual performance review procedure annually, involving the identification of developmental needs and priorities.

· To seek opportunities to be updated in areas applicable to the post.
· Support and supervision will be provided within the agreed local structures.

· To carry out and cooperate in audit and service related research.

2
Research activities

· To take the lead in undertaking the local evaluation of the pilot projects across the Thames Valley, in accordance with requirements of the Thames Valley Strategy Forum

· To prepare, distribute and collect research questionnaires as required and agreed

· To train or arrange to train staff in required research activities

· To arrange or undertake data input and data analysis

· To write up research, present at conferences and submit for publication

· To produce letters, reports and other documents as required by the Thames Valley Institute and others

· To help in initiating, planning and implementing other new research protocols relating to the work of the department 

· To assist and/or lead in developing protocols for the purpose of procuring further external funding for research activities of the project
· To participate in the general academic development of the project including teaching, supervision, business meeting and other relevant activities.  

· To offer tutorial support for trainees on Thames Valley PD programmes 
· To collaborate and assist in the collection, collation, analysis and dissemination of current department research activities. 

· To contribute to papers, reports, teaching sessions and conference presentations.  

· To liaise with colleagues engaged in audit and research at both local and national level.

· To participate in arranging and delivering the Annual Development Conference

· To contribute to the smooth running of events

· To liaise with other services’ administration across the Thames Valley as required

· To maintain agreed electronic and paper filing systems 

3
Management and administration
· To be aware of research governance requirements, and ensure that they are followed.

· To be responsible for knowing about and following all the procedures and policies of the service.   This will include keeping appropriate records of work undertaken, and observing procedures with regard to confidentiality.

· To hold strategic and operational management responsibilities for aspects of the service as requested.

· To promote the service through participation in professional networks and committees locally, nationally and internationally as agreed.

· To help in the construction and drafting of procedures and policies for the service

· Undertake such other duties as may be required in the light of changing circumstances.

	
	Essential
	Desirable

	Qualifications
	· Honours degree

· Higher degree in psychology or social sciences


	· Clinical qualification

	Research
	· Good understanding of qualitative, quantitative and action research study design

· Working knowledge of statistical and qualitative analysis software

· Ability to supervise clinicians engaged on research projects

· Understanding of professional accountability and the responsibilities of clinical researchers in the NHS

· Understanding the role and function of Research Ethics Committees


	· Research track record demonstrated by
a) intitiating  & developing research projects
b) publication
c) presentation



	Clinical experience
	· Knowledge of health care field
	· Mental health experience
· Experience of Personality disorder work

· Experience of therapeutic community work

· Experience in secure/forensic settings

	Other training experience
	· Evidence of commitment to ongoing professional development
	· Experience of teaching and training

· Experience of organising conferences, seminars and teaching activities

· Other relevant experiences

	Skills and capabilities
	· Good computer skills: at least MS Word, Excel, Powerpoint, Outlook and Internet Explorer
	· Computer skills: Publisher, Access, Front Page

· Ability to design and maintain webpages

	Personal attributes
	· Ability to work as part of a team
· Good listening and communication skills

· Commitment to the overall aims, objectives and philosophy of the Thames Valley initiative

	

	Health
	· Adequate health to fulfil responsibilities of post

	

	Other
	
	· Car driver

· Evidence of other personal interests


Thames Valley Initiative:

Research Coordinator (RC) – person specification

Thames Valley Initiative:

Training Coordinator (TC) job description
TITLE OF POST:

Training Coordinator


GRADING:

[insert]


SALARY AND HOURS:
Half-time [insert: NB this was seen as a fairly senior post – 36K wt equiv]
POST REFERENCE:
[insert]

DEPARTMENT:

Thames Valley Initiative, Umbrella structures 
BASE:


[insert]

RESPONSIBLE TO:
Project Director of the Thames Valley Initiative
JOB SUMMARY:  
The post holder will work with other TVI staff to implement innovative and high quality training activities for those working in the field across the Thames Valley. It will involve liaison with numerous individuals and organisations locally and more widely, and the practical aspects of arranging training programmes. The training will be at three levels: basic awareness across a wide range of settings; introductory programmes and modules; and at specialist level. 
DUTIES:
1
General

· The post will involve various work within the Thames Valley coordinating structures including training, research, service development and service advocacy.

· The focus will be to implement the TVI plans for training for those diagnosable with personality disorder

· It will entail working flexibly with other TVI team members across the Thames Valley to deliver the training in partnership with various stakeholders in health and other sectors.

· Maintaining appropriate and cordial relationships with service users will be essential.
· Participation in training and support for colleagues, and receiving support as agreed.
· To undertake continuing professional development keep up to date by undertaking one’s own appropriate training, as agreed within the service

· To take part in an individual performance review procedure annually, involving the identification of developmental needs and priorities.

· To seek opportunities to be updated in areas applicable to the post.
· Support and supervision will be provided within the agreed local structures.

· To carry out and cooperate in audit and service related research.

2
Training activities

· To prepare training programmes and activities in consultation with Thames Valley Initiative staff and others

· To produce publicity material and publicise the various events as decided

· To arrange suitable venues and make all necessary practical arrangements

· To act as a point of contact for those enquiring about the training and those on the courses

· To make suitable travel arrangements for team members as required

· To prepare and distribute course materials, including web-based resurces

· To take the lead in arranging the Annual Development Conference

· To produce letters, reports and other documents as required by the Thames Valley Institute and others

· To contribute to the smooth running of the events

· To liaise with other services’ administration across the Thames Valley as required

· To maintain agreed electronic and paper filing systems 

· To build and maintain mailing lists as required

3
Management and administration
· To be responsible for knowing about and following all the procedures and policies of the service.   This will include keeping approriate records of work undertaken and observing procedures with regard to confidentiality.

· To hold strategic and operational management responsibilities for aspects of the service as requested.

· To promote the service through participation in professional networks and committees locally, nationally and internationally as agreed.

· To help in the construction and drafting of procedures and policies for the service

· Undertake such other duties as may be required in the light of changing circumstances.

	
	Essential
	Desirable

	Qualifications
	· Honours degree


	· Higher degree

· Clinical qualification

	Health service experience
	· Understanding of the  Personality Disorder “Capabilities Framework”

· Understanding of workforce development issues in NHS 
	· Mental health experience
· Experience of Personality disorder work

· Experience of therapeutic community work

· Experience in secure/forensic settings
· Managerial experience

	Other training experience
	· Experience of teaching and training

· Evidence of commitment to ongoing professional development
	· Organised training courses

· Organised conferences

· Other relevant experiences

	Skills and capabilities
	· Good computer skills: at least MS Word, Excel, Powerpoint, Outlook and Internet Explorer
	· Aptitude for graphic design

· Computer skills: Publisher, Access, Front Page

· Ability to design and maintain webpages

	Personal attributes
	· Ability to work as part of a team
· Good listening and communication skills

· Commitment to the overall aims, objectives and philosophy of the Thames Valley initiative

	

	Health
	· Adequate health to fulfil responsibilities of post

	

	Other
	
	· Car driver

· Evidence of other personal interests


Thames Valley Initiative:

Training Coordinator (TC) – person specification

Job description
TITLE OF POST:

Project Manager


GRADING:

[insert]


SALARY AND HOURS:
32 -39K pro-rata

2 – 3 days, negotiable. Post to end  Mar 31 2005.
POST REFERENCE:
[insert]

DEPARTMENT:

Thames Valley Initiative
BASE:


Oxford, tbc
RESPONSIBLE TO:
Programme Directors and Strategy Forum of the Thames Valley Initiative
JOB SUMMARY:  
The post holder will work with other TVI staff to ensure that the project starts on time and meets its agreed objectives. The project involves implementing innovative and high quality clinical and training activities in the personality disorder field across the Thames Valley. It will involve liaison with numerous individuals and organisations locally and more widely, and the practical aspects of arranging premises, systems and structures. 
Specific Tasks

· To liaise with the Estates Departments from the participating NHS Trusts to identify and secure suitable premises for the services which meet the operational needs of the service within the allocated budget. 

· To successfully co-ordinate any relevant refurbishment of the premises and to ensure that the teams will be ready to move in according to the timescales of the project. 

· To liaise with the working group and with the HR Department to successfully prepare and induct to the multi-disciplinary teams for the services. 
· To coordinate the development of all the working procedures and policies of the four services, coordinated and integrated across the three counties.   
· This will include keeping appropriate records of work undertaken and observing procedures with regard to confidentiality.

· To hold strategic and operational management responsibilities for aspects of the service as requested.

· To promote the service through participation in professional networks and committees locally, nationally and internationally as agreed.

· Undertake such other duties as may be required in the light of changing circumstances.

	
	Essential
	Desirable

	Qualifications
	· Degree
	

	Experience
	· NHS or public sector management

· Project management

· Successful completion of projects
	

	Personal attributes
	· Ability to work as part of a team

· Good listening and communication skills

· Awareness of national PD development programme
· Commitment to the overall aims, objectives and philosophy of the Thames Valley complex needs initiative

	

	Health
	· Adequate health to fulfil responsibilities of post

	

	Other
	· Basic computer skills
	· Car driver

· Evidence of other personal interests
  


Thames Valley Initiative:

Project Manager - person specification.
