REF No: SU450
PORTSMOUTH HOSPITALS NHS TRUST

 JOB DESCRIPTION 

	Job Group: Admin & Clerical
	FOR OFFICE USE ONLY

	Working Job Title: Smoking Cessation Supervisor
	Position No: 

	Directorate/ Division:  MUC
	Approved Matching Classification

            

	Existing Grade:  Band 4
	 Job Analysis    

         

	Unit:  Respiratory

	Job Evaluation          



	Location: Queen Alexandra Hospital
	Band code:

	Reports to: Respiratory Nurse Team 
	

	Accountable to: Respiratory Nurse Team Lead 
	Entered By:

	Job Purpose All patients admitted to PHT should have their smoking status recorded and their smoking habits documents in line with the public health agenda.  This will then enable the post holder to provide smoking cessation support to inpatients on Medicine wards who want to stop smoking.  


	Key Dimension

a. Capital and Revenue Budgets – Nil
b. Staff Numbers – Nil
c. Other Statistics – Nil 
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	Trust Organisational Expectations

The post holder will:

1. Proactively and positively contribute to the successful overall performance of the Trust. 

2. Deliver excellent levels of customer service to all patients/visitors and staff at the Trust.

3. Act as an advocate for the Trust & its contribution to the Health Service arena through creating and maintaining effective partnerships and relationships with staff, patients and the general public.

4. Develop and support the Trust culture of collaborative, flexible cross-team working and commitment to delivering quality services and outcomes, which maintain the Governments policies on public health.

5. Work with sensitivity and an understanding of the issues facing those working to deliver health services to the UK population.

6. Comply with corporate governance structure in keeping with the principles and standards set out by the Trust.  

7. Develop effective ways of working and create strong partnerships and relationships with all stakeholders to support the implementation of the Government’s policies on Health.

In compliance with the Trust's practices and procedures associated with the control of infection, you are required to:

· Adhere to Trust Infection Control Policies assuring compliance with all defined infection control standards at all times. 



	Shared Core Functions

1. Proactively and positively contribute to the achievement of deliverables through individual and team effort. Manage the production of the required deliverables and control risks, with the focus being on delivering excellent customer service as a front line of the team.

2. Work with those you manage and support to develop a collaborative working partnership which positively contributes to their overall efficiency and role performance.

3. Proactively identify additional support services which would increase the efficiency of those you support and manage and investigate these activities in agreement with your management / executive team.

4. Liaison with medical and surgical colleagues and related functions to ensure that work is neither overlooked nor duplicated.
5. Build and sustain effective communications with other roles involved in the shared services as required.
6. Maintain and continuously improve your knowledge and understanding of the health service arena generally and, more specifically, the area of focus for those your support and manage.

7. Establish and maintain links with a range of external partners/stakeholders or manage the links made through the team. Engage with external partners/stakeholders to gain their necessary level of contribution & commitment to the successful delivery of your work.

8. Undertake proactive horizon scanning for either developments relating to Trust work or opportunities for Trust involvement around health issues

9. Increase the level of knowledge & skills within the Trust through documenting key learning’s and supporting others to develop their professional abilities.

10. Dissemination of knowledge through engagement in report writing, and reviewing, taking full responsibility for technical accuracy and reliability and being sensitive to the wider implications of that dissemination.

11. Ensure that expertise is seen as a resource within and outside the Trust and form working partnerships with other departments and key stakeholders.




	Specific Core Functions

· Line manage Band 3 Smoking Cessation Advisor, overseeing quality of output, professional development and personal wellbeing.
· Liaise closely with the Band 7 CNS regarding service provision, management, risks and issues.
· Act as a smoking cessation advisor. 
· Work with ward managers and NIC in the daily provision of the service.
· Provide data collection and analysis regarding the service as required. 

· Establish and maintain communication with patients, relatives and carers, working in partnership with the multidisciplinary team to provide holistic patient care.
· Contribute to own personal development. 

· Assist in maintaining own and others’ health, safety and security. 

· Ensure own actions help to maintain quality and patient safety.
· Assist with a wide range of administrative services to the smoking cessation team.
· Assisting in the transfer of patients to community smoking cessation services.  
· Access a number of computer systems to track patients progress and current status in treatment pathway.
· Undertake data entry onto local and national databases and updating of spreadsheets.
· Dealing promptly with a wide range of enquiries from staff and patients 

· Ability to work flexibly and unsociable hours to meet the demands of the service

Communications and Relationships

· To communicate with people clearly in a manner and at a level of understanding appropriate to their abilities, preferences and beliefs

· To actively listen and respond to the needs of patients, relatives and carers

· To provide assistance to patients, relatives and carers, utilising persuasive skills, reassurance, tact and empathy as required

· To communicate information only to those people who have a right and a need to know, respecting confidentiality, in line with PHT policy and procedure 

Analytical and Judgmental Skills 

· To actively assess peoples’ health, safety and wellbeing whilst delivering personal care

· Recognise when there is a change in an individual’s health and well- being, requiring referral to a senior member of staff

Planning and Organisational Skills

· To organise their own day to day duties

· To prioritise the care and enablement requirements for identified patients 

· To assist in the organisation of work as required 

Responsibility for Patient Care 

· To correctly undertake tasks that have been delegated. 

· To record information accurately and pass it to the relevant people in the team in a timely manner. 

· To identify and report any changes that might affect the patient’s health and well-being or any possible risks that NRT may pose.
· To obtain agreement from patient/carers before engaging. 

· To respect the individual’s privacy, dignity and beliefs. 

· To prepare and support the patient appropriately during any activity that is to be undertaken facilitating patient independence and enablement as appropriate. 

· To promptly alert the team where there are any changes in the patient’s health and well​being or any possible risks. 

Responsibility for Policy/Service Development

· To apply trust policies and procedures relating to own workplace 

· To offer constructive views on how the existing service and team work can be improved upon 

· To contribute to service development 

Responsibilities for Financial and Physical Resources

· To ensure effective use of material resources/supplies within the work area in consultation with senior staff. 

· To order resources/supplies according to the requirements and specifications of the clinical environment. 

Responsibilities for Human Resources

· To identify with the help of others own development needs and take responsibility for own continuing learning, development and performance.
· To undertake annual mandatory training updates and other relevant courses in line with Trust and local policies, in a timely manner.
· To take an active part in learning opportunities and keep a personal development portfolio. 

· To seek help and advice when unsure. 

· Demonstrate own activities to new or less experienced employees.
· Take on additional responsibilities as per competency framework.
Responsibility for Information Resources
· To record data accurately using the agreed systems (i.e.VitalPAC), paper records, electronic records. 

· To contribute to updating of patients records as appropriate 

Person Specification


Specification

Criteria


Evidence

Essential 

Desirable

Registration

No registration required

N/A

Essential Qualifications

NVQ Level 2 in a related topic (or equivalent experience)


✔
Certificate

 GCSE English Grade A-C
Certificate 

Knowledge, Skills, Training and Experience

Good communication skills 

Application/ interview

The ability to converse at ease with members of the public and provide advice in accurate spoken English is essential for the post

Application/ interview

Experience of working with members of the public or a desire to work in the Health Service 

Application/ interview

Understanding of routine work procedures gained through a short induction period and on the job training

Application/ interview

Basic IT Skills

Application/ interview

Experience of working within a health or social care environment

Application/ interview

Experience of managing staff
✔
Experience of working within a team

✔
Application/ interview

Good organisational skills

✔
Application/ interview

Commitment to undertaking continuous professional development (CPD)

Application/ interview



	


	Other
Job Holders are required to:

1. Maintain personal and professional development to meet the changing demands of the job, participate in appropriate training activities and encourage and support staff development and training.

2. Always keep requirements in mind and seek out to improve, including achieving customer service performance targets.

3. Adhere to Trust policies and procedures, e.g. Health and Safety at Work, Equal Opportunities, No Smoking.


4. Respect the confidentiality of all matters that they may learn relating to their employment and other members of staff.  All staff are expected to respect the requirements of the Data Protection Act 1998.

This job description does not purport to cover all aspects of the job holder’s duties but is intended to be indicative of the main areas of responsibility


	Job Description Agreement
Job Holders name:
………………………………………………………………………….……….

(print)

Job Holders signature:   …………………………………………………   Date:  ……………………………

Line Manager
Name (print)    …………………………………………………………………………………………………

Signature:       ………………………………………………….…………   Date: …………………………
Title:  ……………………………………………………………………………………………….…………..
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