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Business Support Manager
Job Description – Template
Job Details

Job Title:
Business Support Manager
Grade:


Department:

Reporting to:

Responsible for:

Location(s):

Job Overview
The overall purpose of Informatics has been defined as to:

Enable promote and support the effective use of data, information, knowledge

and technology to support and improve health and health care delivery

Therefore, the role of Informatics is to ensure an NHS organisation has the required cost effective systems, information and technology services needed to provide excellent clinical care to its patients, in conjunction with its partners throughout the wider health community.
The Business Support Manager will provide support to the senior management team within the Informatics Department.  They will have responsibility for providing financial support, HR support, procurement and ordering.  They will also be involved in coordinating and drafting regular reports in relation to the Informatics department. 
Job Purpose
The post holder is accountable for:
· Supporting the management of financial, human and physical resources for the department
· Providing financial support, monitoring budgets and contracts
· Supporting the procurement process for services and physical resources

· Coordinating and managing the completion of reports

· Coordinating Key Performance Indicators
· Providing administrative support to senior staff
· Liaising with the senior management team

· Managing staff within the business and administration team

· Contributing to the formation and continuing development of an effective Informatics service
· Contributing to Information Governance through ensuring the NHS deal with sensitive information in legal, secure, efficient and effective ways

Duties and Responsibilities

Managerial

· Support the management of the recruitment and selection process
· Support the management and leadership of Informatics staff to deliver the aims of the service

· Contribute to stakeholder relationships to deliver the aims of the service
· Contribute to the financial management of the Informatics service

· Support the procurement process for the Informatics service

· Oversee the work of suppliers and contractors to ensure they deliver effective services
· Ensure that reporting procedures are adhered to

· Coordinate Key Performance Indicators
· Contribute to the formation and continuing development of an effective Informatics service

· Contribute to Information Governance through ensuring the NHS deal with sensitive information in legal, secure, efficient and effective ways

Administrative

· Provide administrative support to the Director of Informatics and members of the senior management team
· Liaise with the Director of Informatics and the senior management team to achieve the required outcomes of the role
· Conduct administrative duties according to the requirements of the Director of Informatics and senior management team

Information Governance
· Contribute to the development of strategies and policies to ensure compliance with relevant legislation and other standards aimed at ensuring the confidentiality, integrity and availability of information
· Contribute to the development of a culture of openness allowing appropriate information to flow freely

Competences

The post holder must be able to:

· Ensure compliance with legal, regulatory, ethical and social requirements (Management and Leadership B8)

· Plan and implement change (Management and Leadership C5 and C6)

· Develop productive working relationships with colleagues and stakeholders (Management and Leadership D2)

· Allocate and monitor the progress and quality of work in your area of responsibility (Management and Leadership D6)

· Manage business processes (Management and Leadership F3)

· Promote an information culture (Skills for Health Gen 29)

· Manage finance for your area of responsibility (Management and Leadership E2)
· Recruit, select and retain members of staff (Management and Leadership D3)

· Develop your personal networks (Management and Leadership A3)
Person Specification
	
	Essential
	Desirable
	Method of Assessment

	Qualifications
	· Degree or equivalent within an Informatics or Informatics related discipline

· Evidence of continuous professional development

	· Higher Degree

· Management qualification
· PRINCE qualified


	CV

	Personal qualities
	· Effective communicator and motivator
· Team orientated with an inclusive style

· Ability to work autonomously

· Self motivated and enthusiastic

· Creative approach to problem solving

· Enthusiastic

	
	CV, interview and references

	Experience
	· Significant experience of working in a senior management position in the health sector (minimum 4 years)
· Experience of working and engaging with a variety of senior staff
· Experience of financial and business management at a senior level

· Experience of HR within a medium or large organisation


	
	CV, interview and references

	Skills
	· Coaching and management skills

· Well-developed report writing skills

· Ability to analyse and assimilate information in order to make decisions

· Business management skills
· Financial management skills

· Excellent interpersonal skills and the ability to communicate complex concepts to diverse groups
· Ability to lead by example and motivate teams

· Change management skills

· Negotiation skills
· IT skills
· Ability to monitor the quality of work and to undertake audit and R&D


	· Ability to apply and use advanced analytical tools

 
	CV, interview and references

	Knowledge
	· Knowledge of business, financial and HR management
· Knowledge of relevant legislation, health sector processes, policies and current strategies
· Knowledge of the structure and functioning of the NHS
	· Knowledge of Informatics processes and approaches


	CV and interview


� Taken from the Functional Map for Health Informatics (Skills for Health 2004).


� The competences listed here are based on National Occupational Standards (NOS) produced by Skills for Health and The Management Standards Centre.  The detail of these NOS may be found at � HYPERLINK "http://www.skillsforhealth.org.uk/page/competences" ��www.skillsforhealth.org.uk/page/competences�
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