

ISLE OF MAN DEPARTMENT OF HEALTH 
JOB DESCRIPTION

	Job Title:


	Macmillan Cancer Information and Support Service Manager

	Location:


	Noble’s Hospital

	Accountable to:


	Divisional Manager, Core  Services Division 

	Reports to:


	Divisional Manager: Core  Services  Division



	Pay Band:


	MPTC Band 6

	Job Reference No:


	

	Organisation Chart: 
	


	JOB PURPOSE
· To be responsible for the planning, development and management of the Macmillan Cancer Information and Support Service (MCISS) within Noble’s Hospital and across the Island; thus providing a focal point for cancer information on the Isle of Man. 
· To assist the Divisional Manager by providing information for strategic development.

· To provide specialist information and support to anyone affected by cancer on the Isle of Man – this could be a person with a diagnosis, friend/relative/carer, someone concerned about symptoms or seeking health promotion material or a health care professional.
· To ensure cancer information services are developed to a strategic level and delivered in line with local strategy and UK policies.

· To undertake research and develop information services in line with the Strategy for Health.


	KNOWLEDGE, TRAINING & EXPERIENCE REQUIRED TO DO THE JOB

· Hold a professional health care qualification.
· Educated to first degree level.
· Experience of working with people affected by cancer or other life threatening illnesses. 

· Experience of handling complex and emotive issues, e.g. supporting someone coming to terms with terminal diagnosis of a family member and the impact of this on family relations.
· Experience of working in health services or appreciation of health improvement measures relating to cancer.
· Demonstrate the ability to tailor information provided to the needs of the individual client, by being aware of the range of information a person affected by cancer might require.
· Knowledge of the range of support services available for people affected by cancer.
· Knowledge of local and UK cancer strategies.
· Able to maintain an up-to-date knowledge base and demonstrate the ability to research a query to find a solution from reliable sources.
· Intermediate IT skills, e.g. report writing, MS PowerPoint presentation skills, using MS Word & Excel.
· Experience of developing strategies and business cases.
· Able to demonstrate detailed and coherent report writing.
· Able to devise, organise, implement and manage projects e.g. the development of the current MCISS.
· Experience of implementing and being an agent for change.
· Able to develop and set standards and monitor performance against standards.
· Experience of working in multi-professional team.
· Appropriate, relevant managerial experience or management qualification.
· Demonstrate the ability to teach/train volunteers and other staff members.
· Knowledge of resource management.
· Expected to undertake training relevant to the role.
· Hold a full driving licence.

	MAIN DUTIES & RESPONSIBILITIES

· Participate in and contribute to the Cancer Workstream from the West Midlands Quality Review Service (WMQRS) (which is responsible for the strategic development of cancer services across the Island within the Government Plan) as the health information specialist, putting forward the patient’s views of what is required at a strategic level.
· Participate in creating the business plan for cancer information services for the Isle of Man.
· Be responsible for the planning, development and management of a cancer resource centre on the Isle of Man, in line with the Island’s National Cancer Plan 2012 – 2022. 
· Participate in project management and design training programmes to teach/train volunteers.

· Ensure the MCISS meets the service user’s needs and help them to find out what they want or need to know, providing assistance and emotional support as required.
· Provide both practical and emotional support for people affected by cancer, giving them the opportunity to acknowledge and express their concerns in a safe environment.
· Provide a specialist information resource for health and social care professionals by using information expertise to complement the knowledge of clinical teams in the support of people affected by cancer.
· Provide a focal point for cancer services on the Isle of Man; whilst networking with others involved in cancer services both on the Island and in the UK, to deliver a high quality services for those affected by cancer on the Isle of Man.
· Consult with those affected by cancer on the Island to ensure user involvement in the development of local services.
· Lead, develop and manage a team of volunteers to provide cancer information. This includes recruitment, training and hosting regular team meetings. 

· Monitor the usage of the service e.g. by recording and presenting statistics on a quarterly basis to the MCISS Advisory Group, the Hospital Manager and Macmillan Cancer Support, ensuring that evaluation and monitoring is undertaken and action plans produced.
· Within the strategic view of the Island’s Health Service, evaluate the service with the specific aim of ascertaining for the future how the service should be delivered, where it should be delivered, what the service should be, in order to ensure that it meets local needs.
· Ensure that the service operates in partnership with and is supportive of the aims and values of Macmillan Cancer Support, Noble’s Hospital and the Isle of Man Department of Health and Social Care (DHSC) in general.
· Ensure the efficient and effective management of resources and supportive environment to ensure the MCISS meets the needs of service users.
· The MCISS Manager is accountable to Macmillan Cancer Information and Support Service Advisory Group who meet on a quarterly basis. MCISS manager to report quarterly on MCISS performance and seek input from representatives on the development of the Service. 

	CLINICAL
· To be able to provide a cancer information service to all individuals who are affected by cancer.

· To handle requests for information from cancer patients, their families/friends/carers, those worried about potential symptoms of cancer, health professionals and those seeking health promotion materials. These may be made in person, by telephone, letter or email. 
· To explore highly complex and sensitive information and relay this information whilst supporting the needs of clients, by tailoring/relaying information to fit with the needs of the individual.
· To ensure clients are aware of the services available to them and signpost them to these relevant services 

· To provide assistance and emotional support to clients as the first point of contact, referring to other professional staff or agencies for more in-depth support and services as required.

· To provide information or signpost clients enquiring about topics other than those relating to cancer.
· To keep a record of each client contact in line with the requirements of Macmillan Cancer Support and Noble’s Hospital.

· Recruit, train and manage a team of volunteers to support the MCISS.
· To develop and maintain an Isle of Man cancer information website, in conjunction with the Council of Cancer Charities.

	PROFESSIONAL

· Demonstrate a high standard of personal conduct.

· Maintain and develop professional knowledge, development skills and expertise to ensure that practice reflects best practice, remains evidence based, is current and responsive to meet changing patient and service needs whilst maintaining a portfolio of relevant training/experience.

· Establish and maintain effective communication channels with all members of multi disciplinary team.
· Work within current policies and guidelines provided by Noble’s Hospital, Macmillan Cancer Support and the DHSC in general.
· Attend relevant meetings both on and off island to keep professionally up to date, e.g. Nurse Forum, North West Managers Meeting for MCISS and Macmillan Training & Communication Events. 

	TRAINING, EDUCATION & RESEARCH

· Design and implement an MCISS volunteer role description.
· Devise, produce and then implement an appropriate training package for volunteers working within the MCISS.
· Facilitate team meetings on a regular basis for MCISS volunteers and one-to-one supervision sessions where necessary for all volunteers when appropriate.
· Preparing comprehensive business plan indicating possible options for the future of the MCISS and the research behind these options.
· Providing quarterly reports to MCISS Advisory Group , Macmillan Cancer Support and Noble’s Hospital.
· Design a contact sheet for recording client’s contact with the MCISS which is user-friendly for volunteers.
· Development and maintenance of a systems database for analysing the client contact sheets and usage of the Centre.
· Contribute and participate in Macmillan service review and submit statistics to Macmillan as requested.

· Educating and raising awareness with other health professionals on all levels about the services available in the MCISS to ensure appropriate referrals; through presentations, displays, writing articles for publications. Actively raising awareness about the services available in the MCISS within the general public – e.g. talks at WI groups, organising a regular advert in the local newspaper, speaking on local radio or to local newspapers.
· Using IT skills to prepare presentations, using MS PowerPoint, to support talks/awareness raising.
· Link with those with equivalent posts in other areas, especially within Merseyside and Cheshire region.
· Using expertise in information provision to provide resources for other health professionals e.g. supporting Outpatient Department staff to organise a timetable for the Health Promotion Boards in the Outpatient Clinic areas and providing tailored materials for cancer-related displays.
· Organising displays to raise awareness about the signs & symptoms of different types of cancer, in the main Hospital reception area.

	PLANNING & ORGANISATIONAL SKILLS

· The post holder has ongoing responsibility for planning for the future design of the MCISS, by auditing, advising and devising; and prepare business plan to reflect the different options to be considered.
· Evaluates the standard of service provided by the MCISS and adapts service provision and design to meet the needs of the service users.
· Monitors the current capacity of volunteers for the MCISS and plans recruitment, retention, & training programme wherever there is a potential gap in provision.
· Plans a staffing rota of when the volunteers are assisting in the MCISS which has to remain fluid to cope with the variability of the service.
· Allocates specific tasks on a shift-by-shift basis to volunteers, in order to manage workload within the information Centre.
· To be responsible for the procurement, organisation and review of all information materials within the Centre e.g. by cataloguing materials and maintaining an electronic database in order for staff/volunteers to access materials efficiently.
· Implements the objectives or issues highlighted within Cancer Workstream 
· Attends meetings as directed to support the development of strategy within cancer services (e.g. WMQRS Cancer workstream , Nurses Forum and User Forum meetings) putting forward recommendations.
· Responsibility to review/change plans in response to client need, at short notice on a regular basis e.g. respond to the needs of those dropping into the Centre and changing priorities to meet needs.
· On behalf of the Divisional Manager, Core Services  Division, monitor to ensure that the MCISS operates within a given budget.
· To arrange support for volunteers when the Macmillan Cancer Information & Support Officer is unavailable and when the Centre is unmanned.

	COMMUNICATION

· Be able to demonstrate excellent communication skills to enable working within this highly emotive atmosphere i.e. negotiation, persuasion and empathy.
· Demonstrate excellent communication/interpersonal skills when attending meetings on and off island as the island cancer information manager. 
· Be able to demonstrate on a day to day basis, effective verbal and non-verbal communication and interpersonal skills with patients/carers/relatives/visitors who may become distressed/emotional/angry.
· Ability to translate highly complex ideas/concepts/information into a language that a lay person can understand.
· Regularly facilitate effective communication in a highly emotive atmosphere between clients in the Centre and other members of cancer services or Hospital staff to ensure that appropriate information is shared and the needs of the client are met.
· Be able to demonstrate on a day-to-day basis, effective communication and interpersonal skills when giving or receiving highly complex information to other Health Professionals from within the Hospital, Hospice, Primary Care and Charitable Organisations.
· Receive highly sensitive/contentious and confidential information by telephone, email, written and verbally from clients and health professionals and relay to others as per data protection policy.
· Utilise different methods of communication depending on audience, e.g. verbal, written, report writing, formal presentations.
· Use communication skills to facilitate adult learning during training/teaching sessions.
· Consistently evaluates own approach and volunteers’ approach to communication, reflects on process and uses feedback to improve own communication skills and those of volunteers.
Key Liaisons

Divisional Managers, Hospital Management, Macmillan Cancer Support, Clinical Nurse Specialists, Lead GP for Cancer Services, Cancer Services Co-ordinator, Lead Nurse for Cancer Services, Volunteer Services Manager, Volunteers, Council of Cancer Charities, Hospice, Cancer Services User Forum, Consultants, General Practitioners, District Nurses, Social Workers, Other Charity/Community groups, Nursing staff of all grades, Reception staff/Appointments Department, Porters, Finance staff, Complaints Department, Members of the Public, Patients, Relatives


	MANAGERIAL/LEADERSHIP

· To manage a cancer information service both within the hospital and across the island and linking with the UK.

· Responsible for the day to day operation of the MCISS and planning for the future design of the Centre.
· Carry a bleep, in order to be available whenever needed during working hours.

· Ensure all MCISS volunteers are fully trained and working in an appropriate manner.
· Contribute to the strategic planning for the MCISS, by devising, planning and implementing developments to the MCISS.
· Contribute to the strategic development of cancer services on Isle of Man by attending, informing and influencing appropriate forums, such as WMQRS Cancer Workflow, Strategic Multidisciplinary Team, Nurse and User Forum meetings.
· Planning and management of projects across boundaries with other members of cancer services, e.g. working with Macmillan Cancer Support & Council of Cancer Charities to develop an Isle of Man cancer website, Working in partnership with charity groups on the Isle of Man to offer guidance and support.
· Liaison point for cancer services on the Isle of Man eg signposting clients and staff to appropriate groups.

	CLINICAL GOVERNANCE

· Adhere to both Hospital and DHSC policies within own role and responsible for ensuring all MCISS volunteers adhere to these policies.
· Comply with the need for client confidentiality, including requirements of Data Protection Act.
· Assist in the maintenance and monitoring of an appropriate and acceptable environment for clients, reporting and taking appropriate action on any hazards.
· Record and report all incidents/complaints involving staff, patients or visitors and assist in any investigation as required in accordance with DHSC Complaints Procedure.
· Develop guidelines and systems for the maintenance of the information kept within the MCISS.
· Develop guidelines and systems for the receiving of donations on behalf of Macmillan Cancer Support. 

· In conjunction with the Divisional Manager develop, monitor and review guidelines and procedures appropriate to the volunteer role within MCISS e.g. volunteer role description, volunteer training programme, supervision guidance.
· Undertake and facilitate to ensure that MCISS volunteers attend mandatory training as required and refresher training is undertaken as per the training policy.
· Use audit methods to monitor the usage of the MCISS by developing a method of recording client contact and a specific database to produce statistics on the type of person and type of enquiry using the MCISS.

	SYSTEMS & EQUIPMENT

· Excellent IT abilities e.g. designing/maintaining MS PowerPoint presentations, report writing, design of posters/leaflets.
· Development of a method of recording client contact and monitoring the usage of the MCISS e.g. through designing contact sheet and developing systems database to produce statistics.
· Maintain stock levels for information materials for the Centre, through ordering of supplies, ensuring economic use of resources.
· Monitor a budget for the MCISS which involves updating a spreadsheet of any expenditure occurred by the Centre, ensuring that it meets the given budget.
· Producing a financial report at certain intervals for the Divisional Manager and Advisory Group for MCISS.
· On behalf of the Divisional Manager, ensure that robust financial systems are in place.

	DECISIONS & JUDGEMENTS

· Deals with highly complex facts or situations requiring analysis, interpretation and comparison of a range of option e.g. assessing and clarifying clients’ needs, selecting relevant information and services from a range of possibilities.
· To act within professional guidelines  with regard to the individual risk of clients and acts accordingly if risk is highlighted e.g. if someone is at risk of harming themselves because of their state of mind, putting client in contact with appropriate services to reduce risk of harm.
· Contributes to the strategic decision making relating to cancer services on the Isle of Man e.g. through contributions at WMQRS Cancer Workflow, Nurse and User Forum meetings.
· Exercises own judgement in emergency situations i.e. fire, cardiac arrest.
· Challenging decisions made by others if they are against policy or the needs of the client.
· Exercises own judgement on management of own time and workload; and the time and workload of volunteers.
· To act autonomously when making decisions required to ensure the effective operation of the MCISS on a day-to-day basis.


	Confidentiality

In the course of your duties you may have access to confidential material about patients, members of staff or other business of the Department.  On no account must information relating to identifiable patients be divulged to anyone other than authorised persons, for example, medical, nursing or other professional staff, as appropriate, who are concerned directly with the care, diagnosis and /or treatment of the patient.  If you are in any doubt whatsoever as to the authority of a person or body asking for information of this nature, you must seek advice from your manager.  Similarly, no information of a personal or confidential nature concerning individual members of staff should be divulged to anyone without the proper authority having first been given.  Failure to observe these rules will be regarded by your employers as gross misconduct which could result in disciplinary action being taken against you. In the case of information held on computer systems, you may be held personally liable if you in any way knowingly contravene the appropriate terms of the Data Protection Act 2002.


	Health & Safety/Security

It is the duty of all employees to work in such a way that accidents to themselves and to others are avoided and to co-operate in maintaining their place of work in a tidy and safe condition, thereby minimising risk.  Employees will, therefore, refer any matters of concern through their respective line managers.  Similarly, it is each person’s responsibility to ensure a secure environment and bring any breaches of security to the attention of their managers.



	JOB DESCRIPTION AGREEMENT

I have read and agree with the content of this job description and accept that the role will be reviewed annually as part of the development review process.
Job Holder’s name (please print) ………………………………….

Job Holder’s signature: ………………………………………………

Line Manager’s name (please print) ……………………………...

Line Manager’s signature: …………………………………………..


	Date: ………………….

Date: ………………….




JOB DESCRIPTION APPENDIX 1
PHYSICAL, MENTAL & EMOTIONAL DEMANDS OF THE JOB
AND WORKING CONDITIONS

This section should describe the nature, level, frequency and duration with which you will be expected to deal with physical, mental and emotional effort and the nature, level, frequency and duration of demands arising from inevitably adverse environmental conditions.

	Physical Effort

Sitting for long periods, up to 6 hours e.g. when using computer, attending meetings, talking to clients.
Daily frequent repetitive movements in using keyboard skills.
Ability to drive, to attend meetings away from the Hospital.
On a daily basis has to kneel/crouch/bend/stretch to perform specific tasks such as retrieving information materials from low level storage cupboards and reaching high level shelving.
Lifting boxes and other objects e.g. moving display board and box of information materials (weight approximately 10kg), to advertise the MCISS at an event.

	Mental Effort

There is occasional requirement for prolonged concentration whilst inputting information, talking and giving explanations to patients/relatives/carers/staff on a daily basis (e.g. spending about an hour with a client talking sensitively about hair loss and their feeling associated with this, whilst demonstrating the alternative headwear options other than a wig). Subject to frequent interruptions due to demands from the service users.
Subject to regular interruptions to answer bleep or telephone.
Occasional requirement for prolonged concentration when producing reports, research queries, collate financial information; weekly, monthly (e.g. Inputting and reviewing information on the cancer information website).
Work pattern can be highly unpredictable e.g. unsure when a client will drop in to request information.
Intense concentration required for short periods of time when responding appropriately to client’s query effectively e.g. dealing with someone who is upset after diagnosis and needs high level emotional support. 

	Emotional Effort

On a day to day basis:

· Communicates with and supports highly distressed patients/relatives/carers on a regular basis, this can range from support that lasts five minutes to support that takes over an hour – the amount of time is dictated by the support needs of the individual client.
· Provides support of patients/relatives/carers after they have received an unwelcome diagnosis/prognosis.
· Encourages clients to access relevant support services, such as Clinical Nurse Specialists, Counselling, Support Groups, etc.

On a weekly basis:

· Work in a highly emotive atmosphere being able to placate situations where there may be conflict of interest between families and patients, e.g. explaining how nurse will act on patient’s instructions and respect their wishes, even if this is against the wishes of the relative.
Occasionally/whenever needed:

· Discusses emotions/feelings associated with a terminal diagnosis with a client.
· Discusses, with a client, the emotions/feelings associated with a bereavement of a relative/friend.
· Provides debrief and support for volunteers when they have been involved in supporting a client who is upset/distressed.
· Listens to client’s complaints about services/staff and directs them to the complaints procedure.
· Deals with conflict or challenging behaviour of staff/volunteers.
· Addresses, with all new volunteers, their personal experience of cancer and the impact this may have on their work within the MCISS, as part of the Volunteer training programme.


	Working Conditions

Frequent use of Visual Display Unit (computer screen) for up to 4 hours per day.
Frequently working in cramped office space with minimal natural light.
Frequently working in noisy environment, due to location of MCISS being opposite coffee shop and near toilets, in the main entrance of the Hospital.
Frequently working in office with shutter entrance rather than door, hence office is always open to visitors, interruptions and climatic changes.
Requirement to vacate MCISS and move to alternative work station when Volunteer present.
Occasional exposure to hostility/verbal aggression in main Hospital entrance.


	AGREEMENT OF ABOVE DESCRIPTION 
I have read and agree with the above description.

Job Holder’s Name (please print) …………………………………..

Job Holder’s Signature: ………………………………………………
Line Manager’s Name (please print) ………………………………

Line Manager’s Signature: ……………………………………………


	Date: …………………
Date: …………………




JOB DESCRIPTION APPENDIX 2
ADDITIONAL ROLES AND RESPONSIBILITIES 
Please use this form to describe any additional roles or responsibilities currently fulfilled by a jobholder that are not an integral part of the person’s substantive job (e.g. Radiation Protection Supervisor, “Link Practitioner” etc) 

	1. TITLE OF JOBHOLDER’S SUBSTANTIVE POST: 


	2. DEPARTMENT: 



	3. DESCRIPTION OF ADDITIONAL ROLE/RESPONSIBILITY:



	4. AGREEMENT OF ABOVE DESCRIPTION:
I have read and agree with the above description and accept that the role will be reviewed annually as part of the development review process.

Job Holder’s Name (please print) …………………………………..

Job Holder’s Signature: ………………………………………………
Line Manager’s Name (please print) ………………………………

Line Manager’s Signature: ……………………………………………


	Date: …………………
Date: …………………



ISLE OF MAN DEPARTMENT OF HEALTH

OPERATIONS DIVISION
MACMILLAN CANCER INFORMATION & SUPPORT MANAGER
PERSON SPECIFICATION

	CRITERIA FOR SELECTION

(Justifiable as necessary for safe & effective performance)
	ESSENTIAL REQUIREMENTS

(A clear definition for the necessary criteria)
	DESIRABLE REQUIREMENTS

(Where available, elements that contribute to improved/immediate performance in the job)
	METHOD OF ASSESSMENT

(Application, CV, Portfolio,Certificates, References, Interview)
	LINK TO KNOWLEDGE & SKILLS FRAMEWORK

	QUALIFICATIONS
	· Educated to first degree level 
· Professional health care qualification

· Evidence of personal & professional development
	· Educated to masters’ level or
· Equivalent knowledge and experience to masters’ level
	CV
Interview 

Certificates
	

	KNOWLEDGE & EXPERIENCE
	· Experience of working with people affected by cancer or other life threatening illnesses 

· Experience of handling complex and emotive issues

· Experience of working in health services or appreciation of health improvement measures relating to cancer

· Demonstrate the ability to tailor information provided to meet the needs of the individual client, by being aware of the range of information a person affected by cancer might require
· Able to maintain an up-to-date knowledge base and demonstrate the ability to research a query to find a solution from reliable sources

· Intermediate IT skills, e.g. report writing, MS PowerPoint presentation skills

· Able to demonstrate detailed and coherent report writing

· Able to devise, organise, implement and manage projects

· Experience of implementing and being an agent for change

· Able to develop and set standards and monitor performance against standards

· Experience of working in multi-professional team

· Appropriate, relevant managerial experience

· Knowledge of resource management


	· Experience of developing strategies and business cases 

· Knowledge of the range of support services available for people affected by cancer 
· Knowledge of local and UK cancer strategies
· Demonstrate the ability to teach/train volunteers and other staff members

	CV
Interview

References


	

	SKILLS & ABILITIES
	· Ability to work effectively with clinical and managerial colleagues across organisation boundaries
· Excellent written and verbal communication and interpersonal skills

· Systematic, organised and able to work under pressure

· Excellent negotiating, influencing and motivating skills

· Problem solving ability

· Good presentation skills

· IT literate
	· Strategic vision and planning

· Budget management skills

· Involvement in teaching
	CV
Interview
	

	PERSONAL ATTRIBUTES
	· Confident, approachable and assertive
· Sensitive and empathetic

· Self motivated
	
	CV

Interview
References 
	

	OTHER RELEVANT REQUIREMENTS
	· Expected to undertake training relevant to the role
· Hold a full driving licence
	
	CV
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