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JOB DESCRIPTION

JOB TITLE:
PA to Director of The LOROS Centre for Excellence / LMS Project Manager
RESPONSIBLE TO:
Director of The LOROS Centre for Excellence
HOURS OF WORK:
37.5 hours per week 

LOCATION:
LOROS Professional Development Centre (LPDC) at the Hospice, Groby Road, Leicester

JOB PURPOSE
To be responsible for PA to Director of The LOROS Centre for Excellence and LMS Project Manager.


The post holder will be the PA and undertake duties to support the Director of the LOROS Centre for Excellence. This will include diary management, scheduling and managing meetings, email management, preparing meeting information, supporting with report and data collation and acting as a point of contact in his/her absence, and working with other PAs in LOROS to provide support for Senior Management as required
The post-holder will work with subject experts and heads of department to ensure that training is relevant and up to date and will be the first contact for queries and issues pertaining to the system.

The post holder will work to oversee the operational elements of the organisation’s central Learning Management System (LMS), both in terms of content and capability to ensure maximum output from the investment. This will include the design and development of content and functionality, adapting the system to ensure that it captures mandatory training, supervision as well as other continuous professional development opportunities.
The post holder will be responsible for ensuring that reports are delivered in a timely way to Heads of Department and for measuring compliance in relation to the requirements as set out by the Care Quality Commission. They will work with external partners to ensure up to date sharing of training information pertaining to medical staff and will also manage a team of administration staff registered as part of the LOROS bank.


KEY RESPONSIBILITIES:-

PA Responsibilities:

· Managing and Coordinating the Director’s daily daily schedule and appointments
· Screen and priortise emails, calls and correspondence for the Director.

· Arrange and coordinate meetings, conferences and travel plans for the Director.

· Maintain and update Directors contacts, databases and filing systems. 

· Prepare reports, presentations and other documents for the Director. 

· Handle confidential and sensitive information with discretion. 

· Act as liaison between the Director and internal / extrenal stakeholders. 

· Assist in project management and follow up on action items. 

· Any ad hoc tasks assigned by the Director. 
System Management:

· To operationally maintain an LMS system for LOROS that maximises mandatory training compliance and training opportunities for the organisation.
· In consultation with the Director of The LOROS Centre for Excellence and Clinical Education Lead, the post holder will create, write and distribute regular management information reports.
· To be responsible for providing a support helpdesk for Unicorn (LMS) users regarding queries and/or problems in areas of defined responsibility, liaising with IT and Access as appropriate.
· To develop any commercial opportunities that arise through growing the system.
· To develop and design e-learning packages in line with industry standard techniques and recommendations

· Work with subject experts to ensure that training remains timely and accurate.
· Research and resolve LMS functionality issues.
· Run reports as required and upskill others in reporting on their own areas as required.
· Review and improve system operations practices.

· Maintain a current knowledge of the LMS, including software related to the LMS.

· Work closely with organisational ‘experts’ to develop bespoke learning packages.

· Design learning paths and manage workflows on the LMS pertaining to clinical supervision (individual and group) as well as to support the appraisal and workforce planning process
· Contract Management
· Implement and manage a cross-organisational LMS work group that considers improvements and new ideas
· Ensure that all content is accessible and inclusive
· Work with partners to ensure sharing of training information pertaining to the medical workforce

· Line manage a team of bank administrators
Communication & customer service:


The post holder will be expected to provide and receive routine information which may be complex or sensitive. 
Exchange of verbal and written information with a range of individuals, groups, and departments which may include staff or volunteers relating to enquiries, meetings, education and the LMS.

Tasks include:
· Manage user accounts and assign user permissions.

· Assist with registration needs.

· Liaising with internal and external stakeholders or members of LOROS to develop content.
· Analysing and interpreting information and explaining this clearly to other staff as appropriate.

· Involve staff in decisions that may affect them as appropriate.
· Encourages open and honest feedback formally and informally from service users.
· Integrate Unicorn with other systems as appropriate and possible

· Work in a person-centred way with all members of the healthcare team.
Training & Development 

· To be responsible for facilitating Unicorn inductions for new users. 

· To be responsible for overseeing the training and support of Unicorn Users.
· Working with stakeholders to identify and implement further areas for development
Planning and organisation:

The post holder will be expected to plan and organise activity via the LMS including all mandatory training.

Tasks include:

· Undertaking project work as required.
· Working with Practice and Clinical Education Facilitators to ensure all internal education and training activities are registered accurately on the LMS.
· Prioritisation of daily tasks to achieve deadlines
Human Resources, personal and people development:

The post holder will be expected to develop their own skills and knowledge and provide information or demonstrate own activities to new or less experienced/banded staff.

Tasks include:

· Identifies opportunities for new ways of working in line with potential technological developments and works with appropriate individuals to implement.

· Manages or participates in recruitment decisions for new staff.
· Manages a team of administrators (bank)
· Participate in own performance reviews and work to achieve agreed set objectives.

· Ensuring own mandatory training is up to date.
· Have knowledge of and implement all national and organisational standards.
· Ensure that compliance meets all of the requirements as set out by Health Education England and the CQC
The post holder will undertake any other duties as required by their Manager in accordance with the banding and nature of the post.

Values & Behaviours
The post holder is required to uphold and model LOROS values in everything they do.
The post holder should be flexible and adaptable to meet the changing needs of the work area. The post holder will require qualities of tact, discretion and courtesy in this very varied, responsible post. The post holder should be able to use their initiative and intuitions to problem solve and contribute to the effective utilisation of the work areas resources. 

GENERAL:
All staff are subject to Equal Opportunities Legislation, the Data Protection Act and LOROS Confidentiality Policy.

To carry out and comply with the prevention and control of infection as per LOROS policies and procedures.

All staff are subject to LOROS policies, procedures and conditions of service, with reference to the Health and Safety at Work Act 1974.
The post holder is responsible for safeguarding the interests of children and adults who they come into contact with during their work. To fulfil these duties post holders are required to undertake mandatory training to recognise the signs and symptoms of abuse, or neglect, or individuals at risk and to follow LOROS policies relating to safeguarding practice including reporting any concerns that they may have.

Take reasonable care for the health and safety of themselves and of other persons who may be affected by their acts or omissions at work.

Co-operate with their employer as far as is necessary to meet the requirements of the legislation.

All staff should be aware of and aim to contribute to LOROS’ Vision and Mission and also strive to exhibit the Values & Behaviours at all times (see attached document).
The contents of this job description are not exhaustive and may be amended in accordance with the needs of the service after discussion with the post holder whose agreement will not be unreasonably withheld.

Signed…………………………………………………………  Date…………………………………………

Postholder

Signed………………………………………………………..  Date ………………………………………..

Line Manager
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VISION

(Our long term aspiration for our society)

Everyone with an incurable illness has the right to excellent care. This should value and respect their uniqueness and their own choices. People should be enabled to live and die with dignity and with appropriate and compassionate support for them and their loved ones.
MISSION
(Our goals and activities in working towards our Vision)

LOROS is a charity whose aim is to enhance the quality of life of adult patients with cancer, progressive neurological conditions and end-stage organ failure for whom curative treatment is no longer possible. Patients are treated at the hospice and in the community based upon clinical need, regardless of background and the ability to pay.
LOROS specialises in holistic, multidisciplinary care, focused on the whole person and including family and carers. The care given takes into account the patients’ physical, psychological, social and spiritual needs as well as their own choices. Family members are supported in adjusting to loss and bereavement.
LOROS contributes to the education and training of its own and other health and social care professionals and of volunteers. The charity is also committed to research in order to improve the understanding and practice of palliative care.
VALUES & BEHAVIOURS
(How we will strive to be)

PROFESSIONAL
           FOCUSED             
       COLLABORATIVE
           COMPASSIONATE              
        TRUSTED


in our attitude and everything we do
on patients, families and carers whilst listening, learning and adapting to their diverse needs
in working together and with others
in providing care and responding sensitively to requests for support
within our organisation  and by our community
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