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JOB DESCRIPTION 

	Post Title:
	MS Disease Modifying Drug (DMD) Co-ordinator & Support Worker

	Care Group/Directorate:
	Medical Care Group

	Agenda for change band:
	Band 4

	Accountable to:
	MS Service Lead

	Main Purpose:
	The role of the MS Disease Modifying Treatment (DMT) Co-ordinator & Support Worker is to provide comprehensive DMT administrative coordination & support to the MS Team, within the Dorset MS Service, provision of telephone triage to people contacting the service, and to undertake other administrative support work tasks for professional within the team.  
Primarily this will include; triaging clinical phone calls coming into the service from patients, carers and other services, facilitating the DMT pathway by organising prescriptions, liaising with Pharmacy team and infusion units, monitoring and arranging clinics and treatment initiation, coordinating radiology appointments, and timely reporting of results including blood monitoring.  
To be responsible for providing an accurate and timely account of the entire patient pathway on pathway and computer records. 
To review and track the progress of all patients receiving DMT in line with appropriate guidelines and individual treatment protocols, bringing to the attention of the MS Specialist Practitioners or Consultant Neurologists deviations from the pathway

To undertake the first screening of blood results for all DMD patients and alerting the appropriate level of staff (ie Nurse/consultant) dependent on the urgency/specific breach of threshold levels .  
To communicate and liaise with key personnel working within the Dorset MS Service, and Neurology Department.  
To record and maintain up to date information on all patients awaiting DMT MDT review and provide data as required. 
To provide some administrative support work as delegated by professionals.


	Key Working  Relationships: 
	MS Service Team Members

Neurologists and Rehabilitation Medicine Consultants

People with Multiple Sclerosis, their families and carers.

Other health professionals within primary, secondary and tertiary care.

Social Services professionals.

The voluntary sector.



	Key responsibilities  (General Duties)

1. Responsibility for patient care, communication, planning, organisation, analysis, freedom to act, research and service development
	Communicate in a sensitive manner with people contacting the service by phone to effectively triage and manage calls.



Communicate and develop close working relationships with all members of the MDT, including Consultant Neurologists, MS Specialist Nurses and therapists, pharmacy and other appropriate staff, to ensure timely and accurate transfer of information, for the benefit of patient care.

Take personal responsibility for the co-ordination and sequencing of the MS treatment pathway, for all patients receiving various DMTs, in line with local guidelines and protocols.

Ensure that the progress of the patient through the pathway is prospectively and proactively managed and that any concerns related to waiting times and treatment schedules are communicated to the relevant staff in a timely manner.

Communicate using tact and diplomacy, when questioning delays in the patient pathway, to ensure compliance with agreed pathways to ensure proactive management of the pathway for avoidance of hospital admissions and to alert the Specialist MS Team of any patient whose treatment varies adversely from the agreed clinical pathway.
Communicate in a sensitive manner with people contacting the service by phone to effectively manage clinical phone calls to the service and by utilising questioning and probing skills identify the clinical concern to effectively triage and then deliver appropriate advice on the management of the clinical issue, escalating to a clinical practitioner as appropriate.

Deal with phone calls requesting advice on acute deteriorating symptoms which may or may not be MS relapse and be able to problem solve to determine correct first level advice and management, including to primary health care team.
Communicate and develop close working relationships with all members of the MDT, including Consultant Neurologists, MS Specialist Nurses and therapists, pharmacy and other appropriate staff, to ensure timely and accurate transfer of information, for the benefit of patient care.

Take personal responsibility for the co-ordination and sequencing of the MS treatment pathway, for all patients receiving various DMTs, in line with local guidelines and protocols.

Ensure that the progress of the patient through the pathway is prospectively and proactively managed and that any concerns related to waiting times and treatment schedules are communicated to the relevant staff in a timely manner.
To reinforce need for surveillance for MS Disease Modifying drugs and ensure that people are not only booked into relevant clinics and for MRI etc but also ensure that they have been and are moving through the individual DMD pathways correctly.  

Communicate where there are deviations from the pathway and action with advice from the MS Specialist Practitioners or Consultant Neurologists dependent on reason for variance.  

To be responsible for the first screening of the blood results for all DMD patients and alerting the appropriate level of staff (ie Nurse/consultant) dependent on the urgency/specific breach of threshold levels.
Communicate using tact and diplomacy, when questioning delays in the patient pathway, to ensure compliance with agreed pathways and to alert the Specialist MS Team of any patient whose treatment varies adversely from the agreed clinical pathway.
Competent, effective and timely use of e-mail and other communication systems in 
maintaining an efficient treatment pathway and dealing with enquiries.

Effective communication of data to the MS Nurse/Practitioner team as required.

Coordinate and organise patients receiving DMDs in line with local pathways, protocols and guidelines, ensuring appropriate prioritisation.

Identify patients that require DMT discussion from a variety of sources, using judgement to ensure that all eligible patients are listed for discussion and that this is timely in relation to their MS disease course.  

Prepare and adapt a typed clinical summary on each new DMT patient using the patient’s case-notes and clinical database to extract and insert all relevant, specific, clinical information related to the patient pathway, for patient record and when needed for MDT discussion. 

Develop and effectively manage administrative support work task list

Must have the ability to appropriately plan, prioritise and re-prioritise workload to ensure agreed timescales are achieved.
Provide cover for team administrator when required.
Continuously develop own routine working procedures with the MDTs to ensure the timely collection of agreed data definitions and facilitate data validation.


	2. Responsibility for financial, HR, Information and physical resources

	Collect extract and in-put clinical information on designated clinical database, as well as other in-house systems, within strict deadlines.

Retrieve and extract information from various information sources, including manual and clinical information systems, such as EPR  and patients’ case-notes.

Routinely access Clinical Information and Reporting Systems to access results.

Ensure all recorded information is accurate and up to date, in order for the Specialist MS Service to produce clear, concise and meaningful reports.

Create and develop spreadsheets, specific data collection forms and processes as required within the Dorset MS Service in order to monitor performance.  

Responsible for maintaining of databases, the post holder will be responsible for monitoring, validating and ensuring quality and completeness of data and to follow up any discrepancies with the appropriate member of staff.

Inform the MS Service Lead of any requests by authorised staff for ad hoc reports and undertake audits/provide data as agreed, on a need to know basis.

Assist the MS Specialist Practitioners in the audit of treatment activity and performance. 

Verify all data required for analysis when producing audit reports.

Ensure that all records/reports of a confidential nature are handled and stored in accordance with Poole Hospital Policy. Maintain the upkeep of appropriate filing systems of information generated by working procedures, whether electronic or manual.   

Prioritise and plan individual workload effectively and efficiently on a daily basis, incorporating the ability to reprioritise workload at short notice when necessary to meet demand.

Comment on and propose changes in working practices/policies e.g. changes to protocols, processes and proformas used in data collection and audit.

Contribute to the development of policies related to the management of DMTs and the collection of information related to patients as required.

Contribute to the development of other relevant working practices.

Attend regional and national study days as required and participate in ongoing hospital mandatory training programmes to update knowledge of relevant policies, such as Health and Safety and Fire Safety training.

Support and assist in the induction and training of new members of staff to the Department

Participate in departmental team meetings.

	3. Mental, physical and emotional effort

	This post is office based with frequent interruptions and need to frequently prioritise/reorganise workload, with the frequent requirement for concentration;
Occasional exposure to distressing & emotional circumstances when receiving phone calls from patients/carers requesting advice on acute deteriorating symptoms which may or may not be a MS relapse.
Required to use PC on a daily basis often for prolonged periods of time to manage DMD monitoring database.



	4. Organisational Structure of department
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	IMPORTANT ADDITIONAL INFORMATION RELATING TO YOUR EMPLOYMENT



	Trust Policies, Procedures and the Poole Approach

	All staff are required to comply with all Trust policies, procedures and standards, and the Poole Approach at all times.

Any employee who wilfully disregards Trust and Departmental policies may be liable to serious disciplinary action including dismissal.



	Duty of Care
	You are responsible for ensuring that the patient, family and carers are at the centre of everything you do.
Be open, honest and willing to acknowledge when something has gone wrong.  Make timely apologies and take action to report incidents, including near misses; to ensure that as an organisation we learn.
Raising concerns: you should continuously seek to reduce harm by speaking up to managers and leaders if you believe that a lack of skills, knowledge or resources place patients at a risk of harm or if your concerns are not being listened to.  Managers and leaders must listen to others when they raise concerns and take action.

Wholeheartedly commit to learning about safety, continually striving to improve excellent care.  Develop your own ability to detect and correct defects.


	NHS Standards of Business Conduct and Professional registration
	All staff must abide by the guidance set out in the NHS Code of Conduct and Standard Business Conduct for NHS Staff (HSG 93/5), as amended or replaced from time to time. Managers must also comply with the NHS Code of Conduct for Managers.
All clinical professionally regulated staff must abide by the codes of conduct issued by their respective regulatory bodies (e.g. NMC, GMC, HPC) and ensure that they maintain updated registration as required by the role.
Clinical staff and staff who have a clinical component in their role have a responsibility to undertake the teaching/education of learners as required by their Professional body and/or the Trust.


	Confidentiality and Data Protection

	All staff are required to maintain confidentiality of information regarding patients, staff and other health service business in accordance with the Caldicott Guidelines, Data Protection Act 1998 and Children’s Act and all other relevant legislation as appropriate.  Any breach of same will be a disciplinary matter.


	Health & Safety


	All staff must be aware of their responsibilities under the Health & Safety at Work Act and are reminded to take care of their own personal safety and others whilst at work.  
In addition, no person shall interfere with, or misuse anything provided in the interests of health, safety and welfare.


	Infection Prevention and Decontamination of Equipment:
	All staff are reminded of their responsibility to adhere to Trust and Departmental Infection Prevention Policies, including policies for the cleaning and decontamination of equipment, in order to protect their own health and that of other employees, visitors and patients. 


	Conflict of Interest


	The Trust is responsible for ensuring the service provided for patients in its care meets the highest standards.  Equally, it is responsible for ensuring that staff do not abuse their official position for personal gain or the benefit their family or friends.  The Trust Standing orders require employees to declare any interest, direct or indirect, with contracts involving the Local Health Community.  Staff are not allowed to further their private interests in the course of their NHS duties.



	Appraisal and Statutory Training


	All newly appointed staff will receive an initial appraisal within 6 months of commencing in the post.  Thereafter, appraisals will be conducted on an annual basis. 
All staff are expected to undertake all statutory and mandatory training as deemed necessary by the Trust.



	Equal Opportunities


	The Trust is positively committed to the promotion and management of diversity and equality of opportunity in employment and the services we provide.  Our policy, Managing Diversity, sets out our approach to these matters and it is the responsibility of every employee to comply with it.



	General 
	The post holder will undertake other duties as may be required to achieve the Trust’s objectives, commensurate with the grading of the post.  



	Safeguarding Adults


	All staff have a responsibility to ensure that vulnerable adults are safe from abuse or harm.  A vulnerable adult is a person who is, or may be, by reason of mental or other disability, age or illness, unable to take care of himself or herself, or unable to protect himself or herself against significant harm or exploitation.  All instances of concern should be reported to the Trust using the incident reporting process.  It is an employee’s responsibility to comply with all current legislation and adhere to Trust policy and procedures.



	Safeguarding Children


	All staff have a responsibility to ensure that children and young people are safe from abuse or harm.  Employees must comply with the Trust’s Child Protection/Safeguarding Children Policy and Procedures.  In any instance of concern staff can contact Kate Roberts, Named Nurse Safeguarding Children or Dr Janet Kelsall, Named Doctor Safeguarding Children, for advice and support.  It is an employee’s responsibility to comply with all current legislation and adhere to Trust policy and procedures.



	No Smoking Policy


	The Trust has a no smoking policy.  Staff are not permitted to smoke on any of the Trust’s premises nor in any vehicle used on Trust business.

	Last updated
	This job description is correct at the time of writing and will be subject to review from time to time

03/10/2016;  Barry Duell, Deputy General Manager


	
	


PERSON SPECIFICATION

	Post Title:
	MS Disease Modifying Treatment (DMT) Co-ordinator & Support Worker

	Care Group/ Directorate:
	Medical Care Group

	Agenda for change band:
	Band 4


	Headings
	Essential Criteria
	Desirable Criteria

	Qualifications training required/ specialist knowledge
	Good standard of general education including English and Maths GCSE at grade A-C (or equivalent).

NVQ Level 4 in leadership for Health and Social Care or equivalent. 
Extensive working knowledge of Microsoft Office applications.
	Educated to A level or

equivalent.
ECDL
Knowledge of medical terminology

	Previous or relevant experience necessary
	Two years experience in an administration or coordinator role.
Experience in working in a role with contact with the general public.


	Experience of working in a team.
Experience in of working in an NHS organisation.

Developing and implementing new

working practices/processes

	Aptitudes and skills required
	Excellent verbal and written communication and interpersonal skills.
Excellent organisational skills.

Analytical skills.

Ability to produce error free and well-presented material demonstrating a high level of accuracy and fine attention to detail.

Ability to work on own initiative demonstrating sound judgement abilities.
Good time management, work prioritisation and planning skills including ability to work to tight deadlines.
Awareness of need for confidentiality.


	Ability to deal with conflict
Presentation skills.



	Personal Qualities
	Flexible working approach – team player
Flexible working times (on occasions)
Proactive
Discreet, tactful and diplomatic
	

	Physical Requirements
	Standard keyboard skills

 
	

	Living the Trust values: The Poole Approach
	Works within and promotes the Poole Approach.

Behaves in a professional manner at all times by setting and maintaining a high personal and professional standard that enables effective working relationships with others.
	

	Outside Interests
	
	Work life balance


General Manager





MS Service Lead
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