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	Job Summary

	The Team Leader in the Endoscopy Unit will provide effective endoscopy administrative leadership and support on behalf of the Assistant Directorate Manager. 

The post holder will be expected to work independently to ensure delivery of diagnostic targets that are set nationally.

The post holder will be responsible for the day-to-day supervision of the endoscopy administrative team.  
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	Responsibilities and Duties

	Planning and Design
Lead the Endoscopy scheduling team and processes to ensure equity of patient access, quality of communication with patients and the endoscopy team, timeliness, accuracy of booking, and validity and completeness of key datasets. 

Liaise with Directorate Managers (DMs) and Assistant Directorate Managers (ADMs), and directorate staff to agree and implement scheduling priorities and timescales. 

Review waiting lists and take appropriate action to achieve tier 1 targets, identifying bottlenecks and advising DM’s/ADMs in advance of any issues. 
 
Validate waiting lists to ensure accuracy and help progress patient flow through their pathways. 

Required to act independently but supervisor/senior staff available for reference. 

Improvement and Monitoring
Undertaking workload analysis and organising work streams across all sites to ensure service is fully covered, escalating to ADM when required.   

Ensure team standards are maintained, and staff are involved in decisions and protocols and kept informed of any changes.

Log and feedback any system issues and pathway issues such as pathway blockages to relevant departments. 
 
Assist with regular security audits to ensure users work within the Data Protection act and the Organisation’s Policy on confidentiality. 
 
The post holder will be expected to engage with changes to practices and procedures within the Endoscopy Scheduling team. The changes will be populated, set and managed through the Directorate Management team.  

Communications
Provide assistance for service users with varied queries and general enquiries & communicate with patients directly in relation to their appointments, complaints and care pathways. 

Communicate with key personnel including clinical, managerial, scheduling, booking and information teams.

Attend local and divisional meetings and represent the endoscopy scheduling team, providing progress reports and escalating any issues to senior management. 

Finance and Budget
Authorised signatory for small payments for re-ordering office supplies and signs team time sheets and or expenses. 

Management, Leadership and/or Training
Responsible for the day-to-day supervision of the Endoscopy scheduling team including annual leave, sickness management and training & development.

Lead the Endoscopy scheduling team and processes to ensure equity of patient access, quality of communication with patients and the endoscopy team, timeliness, accuracy of booking, and validity and completeness of key datasets. 

Provide training/information for divisional staff of all levels relating to scheduling systems and processes. 

Digital and Information	
Responsible for standard periodic reports & quality assurance, escalate patients to partner services as needed, and identify any areas of concern including ad-hoc reports as required in relation to Endoscopy waiting times. 

Responsible for validation reporting, including timeliness and accuracy of data, ensuring escalation of service issues to the Directorate team. 
  
Support with the booking of endoscopy lists across all sites.  
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	Essential
Level 3 in Business Administration (or similar) or equivalent knowledge and experience.
Plus 
Knowledge of specialist functional terms and organisational policies and procedures to deal with non-routine issues to Diploma Level or equivalent demonstrable level of knowledge and experience. 

Desirable
Understanding of RTT and waiting lists
Knowledge of Health Records and systems 
Knowledge of Health Board structure and departments 
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	Essential
Experience of validation
Experience of clerical work within an NHS (or similar) environment 
Extensive experience with PAS/WelshPAS and CWS 
Experience of dealing with and supervising staff of all levels
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	Essential
Proficient in the use of standard Microsoft software, such as Outlook, Teams, Word, Excel, PowerPoint. 
Ability to demonstrate understanding and application of our workplace values, together with the underpinning behavior’s identified for success in this role.
Excellent communication skills and good telephone manner. 
Able to prioritise, with the ability to plan own workload to meet deadlines. 
Able to deal with complex queries in a competent manner. 

Desirable
Welsh Language Skills are desirable at levels 1 to 5 in understanding, speaking, reading, and writing in Welsh.
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	Standard/Enhanced DBS clearance including an Adults and Childrens Barred List check 
Ability to travel between sites in a timely manner to meet the needs of the service
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