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JOB DESCRIPTION

1.
GENERAL INFORMATION
Job Title:

Alcohol Strategy Development Officer

Grade:


Band 7

Salary:


Per annum inclusive of allowances

Superannuation:
6% of salary (optional) (5% if ancillary staff)

Hours:


37.5 hours per week

Terms & Conditions
In accordance with the Agenda for Change NHS Terms &

Of Service:
Conditions of Service.

Responsible to:
Consultant in Public Health Medicine
Accountable to:
Director of Public Health

Responsible for:
N/A

2.
JOB SUMMARY

· To ensure the timely review, delivery and evaluation of Camden’s Alcohol Strategy including action planning and monitoring

· To support the implementation of Models of Care for Alcohol Misuse

· To develop a programme of activities which will promote sensible drinking and reduce the problems associated with alcohol in Camden, including campaigns, licensing and enforcement work

· To lead on a comprehensive health needs assessment. Review, evaluation and reconfiguration of existing services and develop care-pathways facilitating data collection and a local enhance service in primary care  

· To develop close working links with senior level key stakeholders and develop opportunities for joint initiatives including the alcohol partnership group and ensuring service users are involved

· To represent Camden DAAT at relevant fora

· To identify funding sources and develop funding proposals 

· To raise the profile and importance of tackling alcohol misuse in the borough

3. MAIN DUTIES AND RESPONSIBILITIES

	Service development 

i) To ensure the implementation of Camden’s Alcohol strategy by:

· Setting up and co-ordinating an alcohol partnership group 

· Developing a SMART yearly action plan to implement the strategy

· Facilitating and formalise partnership working to deliver on the action plan

 in an efficient and cost effective way 

· Looking for examples of best practice and pilot new initiatives

· Co-ordinating seasonal health promotion campaigns

· Developing strong links with the community safety and health services (including 
           alcohol treatment and health promotion services)

	· Working with licensing department and enforcement teams

· Setting up clear governance arrangements for monitoring and reviewing the 

           delivery of the strategy

· Establishing an implementation framework for evaluating the effectiveness of the 

          implementation of the strategy



	ii) To develop a strategic framework for the delivery of alcohol treatment in line with 

    best practice and Models of care for alcohol mis-users. This will include:

· To develop clear care pathways and agree care coordination arrangements 

           between specialist agencies and Mental Health services including clear guidance pertaining to clients with lower levels of MH needs

· To develop clear care pathways and care coordination responsibilities across tiers 
            2, 3 and 4 as identified in the MoCAM guidance

	· To develop, agree and implement a common triage tool across specialist agencies 

          at tier 2 and 3

· As part of the above, develop, agree and implement a common risk assessment 

           across specialist agencies at tier 2 and 3

· Look into the feasibility of developing a common comprehensive assessment 

          across agencies at tier 2 and 3

· Develop, agree and implement a common referral form across agencies at tier 2 

           and 3 with a view to rolling it out in several tier 1 agencies at a later date



	iii) To provide the relevant planning or commissioning groups with relevant information such as performance management information, assessment of competitive bids, financial information as required for new public health initiatives. 

iv) To assist in the application for and acquisition of government funding such as the LAA, SHA and alcohol specific funding as required.
v) To keep up-to-date with the relevant policy, legislation, guidance and professional developments on a national and local level and contribute to the effective application of new policy initiatives.


	Contractual responsibilities

· To be responsible for supporting effective monitoring and analysis of the services provided and to produce this information as regular reports including recommendations on performance to appropriate planning and commissioning groups for new public health initiatives.

· To liaise with and inform other departmental sections e.g. financial services, in  order to carry out effective financial monitoring of funded organisations on a regular basis including verifying invoices submitted, and projecting expenditure as required new public health initiatives.

Partnership development 

· To act as first point of contact for service providers working in partnership with the 

department and be responsible for ensuring that they receive appropriate information on policies, procedures and timetables.

· To ensure that users and carers are involved in negotiation, monitoring and evaluation of services from all independent sector providers

· To identify, enable, support and advise independent sector providers, local groups 

and service user and carers forums to maximise their involvement in service development networks.



	SECTION D – Duties and Responsibilities/Functional Links

	· To promote effective working relationships with key relevant officers, in particular 

       principal officer commissioning leads, best value officers, brokerage managers and policy development officers



	· To liaise and develop links and networks with other Council departments local and 

      national agencies and key partners.

· To contribute to the development of standard service agreements, service 

      specifications and monitoring systems.



	General duties

· To oversee the review of existing treatment services and implement findings 

· To develop protocols for initiatives such as Alcohol Rehabilitation Requirements 

· To work with community safety to develop new oriented activities aimed at promoting safer drinking 




	· Develop training needs assessment and co-ordinate the delivery of training where 

    necessary (especially directed as bar servers).

· Identify opportunities (and partner organisations) for further safer drinking related 

   activities

· Actively participate in alcohol misuse focussed meetings 



	· To establish and manage an alcohol strategy partnership group involving senior 

     level stakeholders

· Work with others to maximise the number of GPs under the LES treating alcohol 

    misusing clients 

· To produce reports to Committees, briefing papers, and give presentations to 
     various  groups as required. 

	To be managed and supervised by the Consultant in Public Health Medicine, including attending staff training and development programmes and participation in an annual performance appraisal.

· To ensure all the PCT and departmental policies and procedures are 

    incorporated into all aspects of the work.

· To undertake other duties as may be reasonably be required.

· To ensure that the Council’s Valuing Diversity policy is incorporated into all 

     aspects of the work.

· To take account of safety legislation and the Council’s Health and Safety policy 

     in carrying out the work.

· To comply with the Council’s Tobacco and Health policy which aims to protect 

    and improve the health of the people who live and work in Camden and by a ban on smoking in all Council premises (except certain designated areas) and in Council vehicles carrying passengers.




4.
PROBATIONARY PERIOD


This post is subject to the requirements of a six month probationary scheme for new 
staff only.

5.
CONFIDENTIALITY
All information concerning patients/clients and staff must be treated as strictly confidential at all times.

6.
VALUING DIVERSITY
It is the aim of the Trust to ensure that no job applicant or employee receives less favourable treatment on the grounds of sex, sexual orientation, marital/partnership status, race, religion, age, creed, colour, ethnic origin, disability, part time working status and real or suspected HIV/AIDS status and is not placed at a disadvantage by conditions or requirements which cannot be shown to be justifiable.  To this end the Trust has a Valuing Diversity in the Workplace Policy and it is for each employee to contribute to its success.
7.
HEALTH & SAFETY
Employees must be aware of the responsibilities placed on them under the Health and Safety at Work Act (1974), and to ensure that agreed safety procedures are carried out to maintain a safe environment for employees, patients and visitors.

8.
NO SMOKING POLICY
There is a smoke free policy in operation in the Trust.  In accordance with this policy smoking is positively discouraged and is not permitted anywhere within the buildings, on the premises or grounds.

Designated smoking areas or smoking rooms are not permitted.  Support is provided for staff members who wish to stop smoking.

9.
DATA PROTECTION 
If you have contact with computerised data systems you are required to obtain, process and/or use information held on a computer or word processor in a fair and lawful way.  To hold data only for the specific registered purpose and not to use or disclose it in any way incompatible with such purpose.  To disclose data only to authorised persons or organisations as instructed.

10.
ACCESS TO HEALTH RECORDS

All staff who contribute to patients’ health records are expected to be familiar with, and adhere to, the Trust’s Standards of Records Keeping Policy.  Staff should be aware that patients’ records throughout the Trust will be subject to regular audit.

All staff who have access to patients’ records have a responsibility to ensure that these are maintained efficiently and that confidentiality is protected in line with the Trust’s Confidentiality of Health Records Policy.


All staff have an obligation to ensure that health records are maintained efficiently and that confidentiality is protected.  Staff are also subject to this obligation both on an implied basis and also on the basis that, on accepting their job description, they agree to maintain both patient / client and staff confidentiality.


In addition, all health professionals are advised to compile records on the assumption that they are accessible to patients in line with the Access to Health Records Act 1998.
11.
WASTE DISPOSAL
All staff must ensure that waste produced within the Trust is disposed of in such ways that control risk to health, or safety of staff and the public alike in accordance with relevant legislation and procedures contained within the policy.

12.
PATIENTS CHARTER
We are committed to meeting the rights and standards required by the patients charter.  We expect our staff to be aware of these rights and standards and to be fully involved and co-operative in meeting them.

13.
Improving working Lives (IWL)


IWL is an NHS-wide initiative aimed at ensuring staff have good work/life balance, access 

to training, and support from their employer.  The Trust is committed to maintaining a high standard of practice within IWL and, as such, staff have access to a wide range of flexible working options, childcare support, and many training and development opportunities.  

14.
PROFESSIONAL REGISTRATION

I)
If you are employed in an area of work which requires membership of a professional body in order to practice (e.g. Nursing & Midwifery Council for nurses), it is a condition precedent of your employment to maintain membership of such a professional body.  It is also your responsibility to comply with the relevant body’s code of practice.  Your manager will be able to advise you on which, if any, professional body of which you must be a member.  

ii) You are required to advise the PCT if your professional body in any way limits or changes the terms of your registration.

iii) Failure to remain registered or to comply with the relevant code of practice may result in temporary downgrading, suspension from duty and/or disciplinary action which may result in the termination of your employment. 

iv) If you are required to have registration with a particular professional body or to have specific qualifications you must notify your manager on appointment of such fact and provide him or her with documentary evidence of them before your employment commences or, at the latest, on your first day of employment.   Furthermore throughout your employment with the PCT, you are required on demand by your manager to provide him or her with documentary evidence of your registration with any particular professional body or in respect of any required qualifications. 

15.
RISK MANAGEMENT
All Trust employees are accountable, through the terms and conditions of their employment, professional regulations, clinical governance and statutory health and safety regulations, and are responsible for reporting incidents, being aware of the risk management strategy and emergency procedures and attendance at training as required.

All staff have a responsibility to manage risk within their sphere of responsibility.  It is a statutory duty to take reasonable care of their own safety and the safety of others who may be affected by acts or omissions.

All managers through out the organisation have a responsibility to ensure that policies and procedures are followed, that staff receive appropriate training, that a local risk register is developed and monitored on a quarterly basis and any changes reported to the Clinical Governance Committee and Risk and Assurance Committee.

Managers are responsible for implementing and monitoring any identified risk management control measures within their designated area/s and scope of responsibility.  In situations where significant risks have been identified and where local control measures are considered to be potentially inadequate, managers are responsible for brining these risks to the attention of the Clinical Governance Committee or Risk and Assurance Committee if resolution has not been satisfactorily achieved.

16.
REVIEW OF THIS JOB DESCRIPTION
This job description is intended as an outline indicator of general areas of activity and will be amended in the light of the changing needs of the organisation.  To be reviewed in conjunction with the postholder on an annual basis.

17.
INITIALS AND DATE OF PREPARATION
(DH 01/06) 


PERSON SPECIFICATION
This is a specification of the qualifications, experience, skills, knowledge and abilities that are required to effectively carry out the responsibilities of the post (as outlined in the job description) and forms the basis for selecting a candidate.

POST:  ............................................






CANDIDATES NAME: ...................................................

	REQUIREMENTS
	Please Tick One Box
	Please Tick One Box
	Method used to Support Assessment


	Evidence to Support Assessment


	
	Essential


	Desirable
	Fully 

Met
	Partially Met
	Not Met
	
	

	To demonstrate knowledge and understanding of 

key legislation and policy which affects Social 

Services Departments and the implications for the 

relationship with service providers.
	
	√
	
	
	
	
	

	To demonstrate a working knowledge and 

understanding of the issues which affect service 

providers for mental health, drugs, alcohol and 

homelessness.
	√
	
	
	
	
	
	

	Experience of negotiating funding and monitoring 

arrangements 
	√
	
	
	
	
	
	

	Ability to work in a creative and innovative way and 

establish effective partnerships.
	√
	
	
	
	
	
	


	REQUIREMENTS
	Please Tick One Box
	Please Tick One Box
	Method used to Support Assessment


	Evidence to Support Assessment


	
	Essential


	Desirable
	Fully Met
	Partially met
	Not Met
	
	

	Ability to develop systems and techniques for 

monitoring service provision.
	√
	
	
	
	
	
	

	Ability to understand, construct and monitor 

budgets.
	√
	
	
	
	
	
	

	Ability to analyse complex ideas and interpret 

statistics and present this clearly, verbally and in 

writing.
	√
	
	
	
	
	
	

	Ability to manage time effectively and to work 

under pressure and to tight deadlines.
	√
	
	
	
	
	
	

	To possess under graduate degree in social science area or equivalent experience 
	√
	
	
	
	
	
	

	To possess post graduate social science area or equivalent experience
	
	√
	
	
	
	
	

	To demonstrate understanding of integrating  user 

and carer perspective into service development, 

planning and commissioning.
	√
	
	
	
	
	
	

	To possess degree in relevant field 
	√
	
	
	
	
	
	

	To posses relevant experience  in 

commissioning/project management 
	
	√
	
	
	
	
	


	REQUIREMENTS
	Please Tick One Box
	Please Tick One Box
	Method used to Support Assessment


	Evidence to Support Assessment


	
	Essential


	Desirable
	Fully Met
	Partially met
	Not Met
	
	

	Ability to accept supervision and  management and work effectively with  other team members
	√
	
	
	
	
	
	

	Willingness and ability to undertake any training necessary to fulfil the duties of this post.
	
	√
	
	
	
	
	

	Demonstrate an understanding of the Valuing Diversity policy and its application to the work of this post. 
	√
	
	
	
	
	
	

	Excellent written and verbal communication skills
	√
	
	
	
	
	
	

	Attention to detail
	√
	
	
	
	
	
	

	Demonstrable interest in this particular post
	√
	
	
	
	
	
	


	Decision

(Reject or Offer Post)


	Offer
	Reject
	Reason

(For Not Offering Post)

	
	
	
	


Completed by:
______________________________________

Job Title: __________________________________

      Signature:
__________________________________________
       Date: ______________________________________
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