

	Competency Based Job Profile  Middle Manager (June 2019)



CITY OF BRADFORD METROPOLITAN DISTRICT COUNCIL

JOB PROFILE 
	DEPARTMENT: Corporate Resources
Legal and Democratic Services
	SERVICE GROUP: 
Public and Forensic Science Centre

	POST TITLE: Public and Forensic Science Centre Manager
	REPORTS TO: 
Assistant City Solicitor

	GRADE: PO4/5
	SAP POSITION NUMBER : 50068056


The following information is furnished to help Council staff and those people considering joining the City of Bradford Metropolitan District Council to understand and appreciate the general work content of their post and the role they are to play in the organisation.  The duties and responsibilities highlighted in this Job Profile are indicative and may vary over time.  Post holders are expected to undertake other duties and responsibilities relevant to the nature, level and scope of the post and the grade has been established on this basis. For posts where employees speak directly to members of the Public the post holder is required to demonstrate their ability to speak fluently in English.
As a candidate you will be expected to demonstrate your ability to meet the special knowledge, experience and qualifications required for the role by providing evidence in the application form for the purpose of shortlisting. Applicants with disabilities are only required to meet the essential special knowledge requirements shown by a cross in the end column of this section.

The employee competencies are the minimum standard of behaviour expected by the Council of all its employees and the management competencies outlined are those relevant for a post operating at this level within our organisation. 

Both sets of competencies will be used at interview stage and will not be used for short listing purposes.
	Key Purpose of Post: 

	To ensure the strategic direction of the Public and Forensic Science Centre and Imaging Autopsy Centre (Mortuary) by realising an effective business model which maintains the provision of a comprehensive high quality Mortuary Service for BDMC and HM Coroner.

Monitoring and maintaining the effectiveness of service delivery (both invasive and digital post mortems) to HMC and other client organisations.

As licence holder to ensure legal obligations of the Council are met in both Mortuary Services and practice with regards to the Human Tissue Act 2004 and the European Union Tissue and Cells Directive ensuring the following:
· that suitable practices are used in undertaking the licensed activity 

· that the other persons who work under the licence are suitable 

· that the conditions of the licence are complied with
· statutory duty on behalf of the Council to be registered with the HTA as the Designated Individual

	Main Responsibilities of Post: 

	1. Ensure the service is managed effectively, efficiently and cost effectively.

2. Operational management of administrative, technical and medical staff to maintain service delivery including digital scanning, routine and forensic post mortems within specified time scales and sudden death collections from within the community and NHS Trust sites.

3. As DI, ensure the current legal requirements are met ensuring all mortuary activity operates to current standards in line with the Human Tissue Authority Guidance.

4. To develop and maintain formal change control procedures in line with the Human Tissue Authority’s best practice and ensure these are followed at all times.

5. To maintain strong multi disciplinary team working arrangements between professions ensuring staff are effective in delivering Council and Coronial functions.

6. Agrees and co-ordinates actions with stakeholders to ensure co-operative working  eg Multiple NHS Trust pathology departments, Bradford Royal Infirmary Radiology Department, HM Coroner’s Officers and Police.

7. Communicates with stakeholders in situations where there may be significant hostility, antagonism and resistance and, using the highest level of communication skills, will be required to manage and reconcile these conflicting and opposing views.

8. Communicates highly complex, sensitive and contentious information to a multi disciplinary team, eg changes to services, staffing levels or ways of working where acceptance is essential.  Interpersonal and communication skills are required to motivate, empathise with and reassure staff in these situations.

9. Maintain a rota of pathologists and bank radiographers to ensure sufficient availability to ensure the efficient operation of the service.

10. Ensure bereaved relatives are treated with a caring and sympathetic manner.  Offer advice, comfort and support as necessary and take into account cultural and religious requirements.

11. Provide and monitor efficient and effective body registration and release procedures, ensuring the correct recording of all information and documentation involving the body including completion of the mortuary register, release forms, cremation forms, burial orders and property receipts as required by statute (and enabled by IT systems).  Ensure all the relevant documentation including medical notes is present in order for the post-mortem to take place.

12. Assist Consultant Pathologists and visiting Forensic Pathologists with all aspects of Autopsy work.

13. Assist in the retrieval/dissection of donor tissue and bone for transplant purposes.

14. Ensure that all protocols and guidance regarding retention of tissue and disposal of organs and tissue are in place and adhered to.

15. Emergency Management.  To assist in the development of emergency plans for civil emergencies involving fatalities within the region and be responsible for providing emergency mortuary facilities.

16. Operational management of deceased pick-up staff to maintain service delivery and ensure smooth and timely transportation of the deceased.


	Structure:
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	Special Knowledge Requirement: Essential for shortlisting. 


	Applicants with disabilities are only required to meet the essential special knowledge requirements shown by a cross in the end column

	
	Essential

	Due to the Government’s Fluency in English for posts where employees speak directly to members of the public the postholder is required to meet the Advanced threshold level which will be applied where the postholder requires a greater level of sensitive interaction with the public. 

You must be able to demonstrate that you can express yourself fluently and spontaneously (this will also be tested during the interview).
	X

	Carries out the working practices, procedures and basic operations across the specialist area of invasive post mortems.
	X

	Uses knowledge, safety and environmental policies, procedures and regulations, including risk, in areas of invasive post mortems and digital scanning (including compliance with the Human Tissue Act)
	X

	Uses a range of specialist ICT systems across the work areas 
	X

	Oversees the management of a budget, keeping costs within agreed levels for the Mortuary and Digital Scanning operation
	X

	Uses, interprets, analyses and communicates complex numerical information.
	X

	Knowledge of data protection legislation and the need to ensure data security
	X

	Management experience of a team (including Senior Anatomical Pathology Technologists, Lead Anatomical Pathology Technologist, Anatomical Pathology Technologist, Technical Support Officer, Deceased pick-up staff and casual staff
	X


	Relevant experience requirement: Essential for shortlisting


	The applicant is required to provide evidence of having previously spoken fluently to members of the public in order to meet the Advanced threshold level outlined under Special Knowledge above.  
At least 5 Years post diploma experience working at senior level in a mortuary environment.



	Relevant professional qualifications requirement: Essential for shortlisting


	RSPH Level 3 and/or Level 4 Diploma in Anatomical Pathology Technology 


	Core Employee competencies at manager level to be used at the interview stage. 



	Carries Out Performance Management – covers the employees capacity to manage
 their workload and carry out a number of specific tasks accurately to a high standard. 

	Communicates Effectively - covers a range of spoken and written communication skills required as a regular feature of the job. It includes exchanging information/building relationships, giving advice and guidance, counselling, negotiating and persuading and handling private, confidential and sensitive information. 

	Carries Out Effective Decision Making - covers a range of thinking skills required for taking initiative and independent actions within the scope of the job.  It includes planning and organising, self effectiveness and any requirements to quality check work.

	Undertakes Structured Problem Solving Activity - covers a range of analytical skills required for gathering, collating and analysing the facts needed to solve problems. It includes creative and critical thinking, developing practical solutions, applying problem solving strategies and managing interpersonal relationships. 

	Operates with Dignity and Respect - covers treating everyone with respect and dignity, maintains impartiality/fairness with all people, is aware of the barriers people face.  

	Management Competencies: to be used at the interview stage. 


	Operates with Strategic Awareness Our managers work with corporate priorities and policies in a joined up way with others, internally and externally. Works democratically, transparently and accountably.

	Practices Appropriate Leadership Our managers motivate their staff to exceed expectations through raising their awareness of goals and moving them beyond self interest for the sake of the team or service. They consider serving the District in all that they do.

	Delivering Successful Performance Our managers monitor performance of services, teams & individuals against targets & celebrate great performance. They promote the District’s vision & work to achieve Council’s values & agreed outcomes.

	Applying Project and Programme Management Our managers work to ensure that outcomes and objectives are achieved within desired timescales, make best use of resources and take a positive approach to contingency planning.

	Developing High Performing People and Teams Our managers coach individuals and teams to achieve their potential and take responsibility for continuous improvement. They champion the Council’s values and goals.

	Working Conditions: 

 

	The post holder must be able to work evenings, weekends and Bank Holidays as required by the needs of the service.  Must be able to perform all duties and tasks with reasonable adjustment, where appropriate, in accordance with the 

Equality Act 2010 in relation to Disability Provisions.  
· Frequent exposure to bodily fluids and contaminated equipment

· Exposure to decomposed Bodies

· Deals with disfigured bodies, untoward deaths

· Participates in post mortem examinations on babies and children

· Comforts relatives in highly emotional circumstances

· Frequent requirement for carrying out post mortems and completing paperwork

· Frequent intense physical effort required when undressing, moving and handling bodies



	Special Conditions: 

	Requirement for the post to have DBS recruitment check


	Compiled by:

MB
Date: 29.10.19
	Grade Assessment Date:


	Post Grade:


G:\Legal Services\City Solicitor\Recruitment\Public and Forensic Science Centre Manager Nov 2019\Public and Forensic Science Centre Manager FINAL 29 10 19.doc
Mortuary Manager


X1





Lead Anatomical Pathology Technologist x1





Senor Anatomical Pathology Technologist x2





Anatomical Pathology Technologist x1





X1





Deceased Persons Removal Service





Technical Support Officer


X1





Radiographer 





X1
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