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Job Description

Position: 
General Manager 

Reports to: 
Hospital Manager 

Job Summary 
Reporting directly to the Hospital Manager, the post-holder will take overall responsibility for the management and functioning of identified departments of the hospital according to set budgets, this will include Hospitality, Housekeeping, Catering, Security, Reception, Training, Fleet, HSE and Fire Regulation guidelines. In addition, work closely with the on-site maintenance team and Regional Facilities Manager (RFM) 
The post-holder will lead on all contractual requirements for the hospital. In addition, to these functions, the post-holder will undertake project management work, lead on investigations (SUI, HR related and complaints) where required and participate in audit and the development of policies for the smooth running of the hospital as a whole. The post-holder will also be responsible for security management and front of house.  

Responsible for: 
Managerial 
1. Along with the Hospital Manager have oversight of the Site Services function to ensure the estates departments function within budgetary and regulatory requirements. 

2. In conjunction with the Heads of Department and Managers, ensure that mandatory training is provided and attended by all staff annually. Identifying training needs in addition to mandatory training and source provision within budget.

3. Ensure the post holder’s department leads are up to date with developments.

4. Supervise the Heads of General Functions to ensure that their departments meet company and internal standards within appropriate timescales and to budget 

5. Ensure department heads responsible for are supervised, appraisals are up to date and monthly team meetings take place. 

6. Investigate performance, conduct and grievances as requested according to company policy and in conjunction with legal advice where necessary. 

7. Hear disciplinary or grievance hearings as requested and in accordance with company policy 

8. Manage annual leave and sick leave effectively within their departments responsible for. 

9. Ensure all the post-holder’s department heads are up to date with developments within the company locally and nationally so that best practice relating to their department is established. 

Operational 
1. Together with the corporate Health and Safety Manager, ensure the hospital is compliant with H&S regulations and all risk assessments and safe systems of work are in place and adhered to across the hospital i.e. slips trips and falls. 

2. On behalf of the Hospital Manager, produce weekly summary reports and monthly KPI reports to the Operations Director on the current performance of the hospital. 

3. Be the primary point of contact for all insurance related matters. Ensure all incidents are reported as appropriate to the relevant insurers, investigated where required and actions put in place to address any shortfall. 

4. Ensure that the hospital is kept in a good state of repair, conducting regular audits and inspections and a planned maintenance programme is in place. 

5. Ensure fire policy is up to date and adhered to by all staff and that regular tests and checks are carried out and documented in accordance to compliance regulations. Ensure fire risk assessments are carried out at least annually and action plans are in place including keeping fire marshals up to date with training and in regular practice. 

6. Be responsible for monthly audit cycle including maintenance request compliance, admin audit, consultant service standards, first impressions audit etc. 

7.  

· Attendance of monthly People Council Meetings; ensuring that any feedback from the service user group is implemented as appropriate 

· Engage service users wherever appropriate in the functioning of their departments 

· Carry out regular first impressions audits with service users and ensure improvements are implemented by department heads. 

Financial Management 
1. Management of cost centres including monthly reviews of management accounts. 

2. Ensure budgets are adhered to as far as possible and any extraordinary spend is discussed with the Hospital Manager 

3. Participate in annual budget / capex setting process for the hospital  

4. Monitoring and planning the maintenance programme including planning for capital expenditures in line with the budget and equipment is replaced as necessary 

8. In conjunction with Hospital Manager, monitoring and contributing to maximising revenue base. 

9. Monitoring of contracts (see below). 

Contract management 
1. Lead on the implementation and review of all SLAs to ensure the hospital is receiving the best value for money and providing an efficient service at all times i.e. Advocacy, Maintenance contracts, GPs surgery etc. 

2. Ensure national contracts across all departments are adhered to 

3. Attend quarterly contract monitoring meetings where required. 

Service development 
1. Work with members of the management team to identify service development opportunities and implement service improvements. 

2. In conjunction with the senior management team, support and promote change associated with service development initiatives within non-clinical areas. 

3. Be accountable for the data collection for contract monitoring. 

6. To ensure the website is maintained up to date and all brochures and marketing materials are current and available. 

8. Develop and update internal policies and procedures where required. 

9. To participate in regular audit and to develop internal audit standards for non-clinical departments to adhere to. 

10. To lead on project management of new developments as required. 

Security 
1. Advise staff on security matters, both in relation to preventing violence and aggression as well as property. 

4. Establish positive working relationships with police and criminal justice services. 

5. Communicate direction and purpose clearly and openly to promote high standards of professional practice to identify and support key personnel on physical security. 

6. Ensure the provision of specialist advice, guidance and instruction regarding safety and security issues within the workplace to ensure that the hospital meets and exceeds the statutory obligations required to achieve high standards. 

7.Support the development and/or review policies, procedures for security and safety within the hospital. 

Personal development 
1. Participate in regular supervision and appraisal structure and identify areas for development and improvement. 

2. Ensure that post-holder is kept up to date with best practice and new initiatives in mental health care 

3. Ensure the post-holder is kept up to date with Employment Law and H&S, Fire, Environmental Health, Infection Control requirements as applicable to Cygnet Hospital Colchester. 

Other 
1. Attend meetings, both internal and external, as required. 

2. Assist in contract monitoring exercises. 

3. Participate in the senior management on call rota. 

4. To undertake project work on an ad hoc basis. 

6. Any other reasonable request. 

Signature of post-holder.................................................................................................. 

Date.................................................................................................................................. 
General Manager  - Person specification
	
	Criteria
	Essential/Desirable

	EDUCATION & TRAINING
	· Degree or equivalent qualification 

· Evidence of Post Graduate education applicable to the post 

· Management qualification 

· Investigation training 
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	WORK EXPERIENCE 
	· Previous management experience 

· Leadership and management experience within mental health 

· Change management skills 

· Experience of performance management 

· Awareness of governance agenda 

· Facilitation/ Negotiation skills 

· Business planning experience 

· Project management, business planning, change management and performance management experience 

· Experience of developing business cases and proposals 
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	PEOPLE
	· Leadership skills 

· Assertive 

· Work as part of a team 

· Motivation, persuasive and reassurance skills 

· Uses Initiative 

· Experience of managing people 

· Able to deliver performance within required timeframe 

· Analytical 
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	RESOURCES
	· Computer literate 

· Quantitative analysis skills 
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