Newark & Sherwood CVS Job Description


Engagement & Patient Experience Service
Job Title:
Partnership & Engagement Officer
Hours:
21 per week
Salary:
£ 20511 – £23491 (FTE) dependent on experience 
Responsible to:
CVS Senior Manager
Base:
Newark & Sherwood CVS Castle House Great North Road Newark NG24 1BY and other as required
Purpose:


The Service will support Newark & Sherwood CCG to deliver meaningful engagement 

with patients, carers, and their communities and support the delivery of a responsive 

commissioning process through effective patient and public engagement every step of 

the way.  

The service should support and develop patient groups, equipping 

them with the knowledge and skills to consult with the CCG, and provide evidence that 

will show that a broad range of views is sought, including those of the practice 

population, and ensure that the views of individual patients from the consulting room

inform commissioning decisions in the future. This needs to include the systematic 

capturing and analysis of patient experience information. 

Liaison with:
Colleagues within N&SCVS

N&S NHS CCG

Public Health

Third sector organisations

N&S DC

NCC

Carers Groups

General public

Various networks and forums e.g. LD partnership, Carers Partnership.

The above list is not exhaustive

Duties:
Policy:
To promote best practice in engagement by:

· Keeping abreast of national policy direction and working with CCG officers around new responsibilities and policy developments. 

· Obtaining guidance and information from the CCG to enable effective networking with other CCGs and councils so that Newark & Sherwood is well represented and informed
· Developing new methods of engaging diverse communities

· Supporting the CCG to put together service and quality improvement plans by collating ideas and evidence for area of duplication, services that could be made more efficient, more local, and support that could help people stay well

Health Network & Community Engagement:

To develop effective links between the public, the third and voluntary sectors, to enable development of a network of people.  The provider will work on the CCGs behalf to:

· Host regular forums and health network events on behalf of the CCG, maintain a contacts database, and help identify gaps in engagement with our diverse communities

· Support the Better Together communications and engagement work, reflecting the particular engagement needs of our local communities

· To share expertise and effort with Mansfield & Ashfield CCG and local health providers where this helps meet Newark & Sherwood CCGs aims

· To ensure that the CCGs engagement work is visible and well promoted

· To capture patient stories (with consent) and work with the CCGs Quality team to record them

· Support a partnership with carers and others who help support carers

· Deliver tailored solutions to meet the needs of diverse communities and develop innovative ways of engaging with the Newark and Sherwood population, including use of social media

· Develop effective working relationships with Nottinghamshire HealthWatch 

· Provide informative feedback to the public following consultation and engagement activities, embracing the CCG’s ‘You Said, We Did’ approach, and by being pro-active in requesting feedback from the CCG, particularly when prompted by requests from groups or members of the public.  
Patient Participation Groups:

To support the development of each of the 14 practices PPGs to ensure that:

· Individual members feel confident in their roles and responsibilities

· PPGs feel supported and well connected

· PPGs feel empowered to influence priorities in the CCG work with the Stakeholder Reference Group and through other appropriate channels of communication
Consultation and pathway design:

To plan and deliver consultation and pathway design activities in collaboration with N&S CCG utilising the health network of forums, PPGs, SRG, individuals and organisations, to access a diverse range of relevant patient views.  This will involve

· Involvement in designing and delivering Stakeholder surveys

· Facilitating discussions at consultation events and health fairs

· Updating attendees of the outcomes and ongoing impact of their involvement

Supporting GP Clinical Commissioning:

· Effective working relationships with GP practices across Newark and Sherwood to facilitate learning from the consultation room up to commissioning and improve support for and knowledge of carer issues and requirements.

· Involvement and support in the CCGs annual general meeting(s) and other public meetings as may happen from time to time.
Monitoring


Provide information to Finance re budget

Provide information on service outcomes for funder and organisations such as the CCG/NCC/CMHT

Marketing


Have regular input regarding information for CVS website to include minutes from partnership meetings.

Training


To identify own training needs and ensure that these are incorporated into a personal


training plan in order to improve job performance and personal and professional 

development.

Health & Safety


To take reasonable care for the health and safety of him/herself and other persons who


maybe affected by his/her activities and where appropriate safeguarding the health and
safety of all persons under his/her control and guidance in accordance with the provisions of Health and Safety legislation.

To exercise proper care in handling, operating and safeguarding any equipment or 

appliances provided and issued by the CVS for the post holder’s individual or collective 

use in the performance of his/her duties. 


Equal Opportunities
In carrying out duties and responsibilities set out within the job description and context of developing working relationships with others, the post holder will be expected to demonstrate commitment to and comply with the specific requirements and the spirit of the CVS Equal Opportunities Policy. This principle applies equally to all aspects of the role including any responsibilities relating to the provision and development of services and to the recruitment and management of staff within the span of control of this post.
In addition the Post holder will be required to:

To carry out any other reasonable duties within the overall function commensurate with the grading and level of the responsibilities of the post

To work according to the provisions of CVS policy documents

In order for the organisation to achieve its goals, all staff are expected to work co-operatively, contributing to the performance of other functions as appropriate

This Job description is for information and guidance only.  It is not intended as a definitive statement

All duties to be carried out in accordance with the Organisations policy on Confidentiality.

Person Specification
	Training and qualifications 
	Essential(E ) Desirable (D)
	Application (A)

Interview (I)

	Degree or equivalent in Community Development/work or similar
	D
	A

	Commitment to continuing professional development 
	E
	A

	Specialist Knowledge, skills and experience 
	
	

	Experience in a similar role within the voluntary sector 
	E
	A/I

	Knowledge and understanding of national policy as it relates to Health
	E
	A/I

	Knowledge of policy relating to health & social care
	D
	A/I

	Experience of working with community groups, issues and initiatives e.g. PPGs
	E
	A/I

	Experience of planning public events e.g. Annual Public Meetings, Public Consultation Meetings etc.
	E
	A/I

	Experience of preparing reports, 
	E
	A/I

	Experience of monitoring & recording outcomes 
	E
	A/I



	Marketing skills including ability to produce engaging promotional items e.g. leaflets and
posters
	D
	A/I

	General knowledge, skills and experience 
	
	

	Ability to manage own workload and priorities and to work as part of a team
	E
	A/I

	Ability to build strong and effective working relationships with partners, customers and other stakeholders   
	E
	A/I

	Excellent written and verbal communication skills 
	E
	A/I

	Ability to communicate effectively with members of the public, Health & Local Authority colleagues, Councillors and others  
	E
	A/I

	Ability to adopt a style and presentation best suited to purpose and audience 
	E
	A/I

	Ability to plan, organise and prioritise a heavy workload without compromising effectiveness 
	E
	A/I

	Ability to apply sound judgement 
	E
	A/I

	Well-developed problem-solving skills, able to identify and implement appropriate solutions  
	E
	A/I

	Flexible in both duties and hours of work, including evening and weekend work as necessary 
	E
	A

	Adaptable to changing service needs 
	E
	A/I

	Outcome and customer focused 
	E
	A/I

	Robust, decisive and able to challenge others  
	E
	A/I

	A “can do” attitude 
	E
	A/I
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