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THE ROYAL VICTORIA EYE AND EAR HOSPITAL

JOB DESCRIPTION

For the position of

CHIEF EXECUTIVE OFFICER

Issue Date: August 2010
CHIEF EXECUTIVE – ROYAL VICTORIA EYE & EAR HOSPITAL

HOSPITAL MISSION STATEMENT

In partnership with the Department of Health and Children, the Health Service Executive and in co-operation with other statutory and non-statutory bodies - "to maintain the Hospital as a national centre of excellence for the treatment of patients through providing a first class, caring, efficient and cost effective service, while fostering and recognising the contribution of staff and developing and promoting the Hospital's reputation in Research and as a teaching Hospital"

The Royal Victoria Eye and Ear Hospital is a voluntary acute specialist hospital with an annual revenue budget of circa €27 million.  The Hospital is well known for its highly skilled staff who are committed to delivering a high standard of clinical care.  The whole time equivalent staff numbers are circa 285, the head count is in excess of 300. 

The Hospital is the national tertiary centre for the treatment of Ophthalmic, Ear, Nose, Throat, Head and Neck disorders. Recognised as a University Teaching Hospital, it has a tradition of care stretching back to 1814 and has looked after patients on its present site since 1904. 

The Hospital has a complement of 80 beds including 20 daycare beds in a busy day unit and 9 inpatient wards and the Harvey Lewis Private Wing.  In 2009, 7,042 patients were admitted to the hospital for treatment.  Attendances at the Out-Patient Department totalled 38,902 and Accident and Emergency Attendances were 34,276.   

The consultant staff at the hospital is dispersed as follows:

	Ophthalmology
	12

	Otolaryngology
	 5

	Anaesthetics
	 7 plus 1 vacant post

	Radiology
	 2 

	Pathology
	 2


The majority of the consultant appointments are linked posts and have established relationships with the major teaching hospitals including St Vincents University Hospital, Our Lady’s Hospital for Sick Children, AMNCH, St Colmcilles, St James’s Hospital etc.

Students from all three medical schools in Dublin attend the Royal Victoria Eye and Ear Hospital for undergraduate training.  The Hospital has recently opened a new Learning and Library facility on site.  The aim of the Centre is to enhance the mission of the Hospital through increasing the skills level of its staff, together with its profile as a place of specialist excellence in healthcare. The Hospital provides, on a monthly basis, post graduate Ophthalmology teaching with Sligo and Letterkenny Hospitals via a live video link.  It provides training for Diploma students in Nursing in the above specialties, and is also the only specialist centre provider for post graduate nurse education leading to the award of a Higher Diploma in Nursing Studies-ENT/Ophthalmic Nursing.  Professorial links have been established with TCD, UCD and the RCSI.  It is an imperative that all disciplines have access to ongoing education.

The Chief Executive plays a lead role in representing the interests of The Royal Victoria Eye and Ear Hospital to all key external stakeholders, and in leading the management and staff  towards the achievement of the strategic objectives of the Hospital within a changing environment.

The Hospital Council intends to develop a new strategic plan which would, inter alia,  see the hospital seek to realise synergies in all aspects of its services through closer collaboration with with other Healthcare providers.  The Hospital is working closely with the Health Service Executive in this direction and envisages that the Chief Executive would play a strong role in this regard.
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CHIEF EXECUTIVE - ROYAL VICTORIA EYE & EAR HOSPITAL

PART 1 - PARTICULARS OF OFFICE

1 Conditions of Appointment

The term of the contract is subject to the agreement of the hospital with the successful candidate

2 Remuneration

Salary is in accordance with the Chief Executive (Voluntary Hospitals) Group 1 salary scale as approved by the Department of Health and Children.  The current scale runs from €86,600 to €105,290.

3 Duties and Responsibilities

The appointed person will perform such duties as are outlined in Part III of this Job Description and assume any other responsibilities that are applicable to the full discharge of this post.

These duties and responsibilities reflect the current requirements of the Hospital, and may be subject to review or amendment to meet changing needs.  The office holder will be required to be flexible in carrying out all tasks as directed by the Council, which in the event of major changes in the work carried out by the Hospital, may include relocation to another service area within the Health Services Executive.  As much notice of any such changes will be given as is reasonably practicable.

4 Reporting Relationship/Reporting Staff

The appointed person will report to the President of the Hospital Council and in turn has a Senior Management Team of six – See Organisation Chart.


5 Hours of Work 

The post of Chief Executive is a whole-time appointment and is likely to entail attendance outside normal hours as the need arises. The job holder is precluded from engaging in any other gainful employment without the written permission of the Council of the Hospital.

In order to comply with Section 33, of the Organisation of Working Time Act 1997 which limits the maximum number of hours an employee is permitted to work in a given period, the onus is on the holder to inform the Hospital if they engage in any employment in addition to their post with the Royal Victoria Eye and Ear Hospital.

6 Probation

The successful candidate will be required to serve a probation period of 6 months from the date of taking up employment before being confirmed in the permanent position or for the duration of the contract.  During the probationary period progress or otherwise will be monitored and at the end of the probationary period the service will either (a) be certified as satisfactory and confirmed in writing or (b) if not satisfactory, the probationary period may be extended and the reasons for such an extension made known to the candidate or (c) certified, with stated reasons, that the service has not been satisfactory in which case the post holder will cease to hold the post.  If the Council of the Royal Victoria Eye and Ear Hospital should fail to certify in accordance with (a), (b) or (c) above, the appointment shall be deemed to take effect.  In the event of it being determined at any stage during the candidate’s probationary period that his/her employment is unsatisfactory, then his/her employment may be terminated by the Council of the Hospital before the probation period expires.  

7 Annual Leave

The annual leave entitlement for the post is 33 days per annum with pro-rata entitlement for periods of less than one year.

8
Health

Employment will be subject to a medical examination to ensure the selected candidate is fully fit to undertake the duties of the position.

9
Garda Clearance / References

Appointment will be subject to Garda clearance, references and confirmation of academic/professional qualifications.

10
Superannuation

For existing pensionable officers of the Voluntary Hospital Superannuation Scheme 1969 (as amended), Local Government Superannuation Scheme and its allied Spouses and Childrens pension scheme, the standard rate of contribution is 5% of remuneration with an additional 1.5% of remuneration in respect of Spouses and Children’s pension schemes.  From the 6th April, 1995 the Voluntary Hospital Superannuation Scheme of the Department of Health provides for the introduction of a co-ordinated superannuation scheme.  A person entering superannuable service for the first time or re-entering after a break in service will be obliged to pay the full rate of PRSI. Superannuation contributions will also be deducted in the following manner: deduction of 3.5% of superannuable pay less twice the rate of the old age pension and 1.5% of full superannuable pay in respect of the main scheme and a further deduction of 1.5% of full superannuable pay in respect of Spouse and Children’s Scheme.

11
Sick Leave

Granting of payment of salary during illness is discretionary and conditional on the employee complying with the conditions laid down in the hospital’s sick leave policy. Such entitlements are in accordance with Department of Health and Children regulations.

12
Termination of Office

On termination of employment the Hospital will comply with the notice provisions of the Minimum Notice and Terms of Employment Act (1973-1991).  You will be required to give at least three  month’s notice in writing.  The Hospital will give you one month’s notice or the minimum notice under statute whichever is the higher.  At the discretion of the Hospital, payment may be made in lieu of notice.  Notice will not be given in circumstances which justify summary dismissal.
13
Confidentiality

In the course of your employment you may have access to, or hear information concerning the medical or personal affairs of patients and/or staff, or other health service business.  Such records and information are strictly confidential and, unless acting on the instructions of an authorised officer, on no account must information concerning staff, patients or other health service business be divulged or discussed except in the performance of normal duty.  In addition records must never be left in 

such a manner that unauthorised persons can obtain access to them and must be kept in safe custody when no longer required.

14
 Working Together

In working together employees are expected to display a positive, helpful and caring attitude in the way they conduct themselves encouraging the confidence of patients, colleagues and others. 

15
 Data protection

Computer data should only be accessed if this has been authorised and is necessary as part of work.  Unauthorised access, to computers or helping others to access such data will result in disciplinary action being taken.

16
 Quality 

Patient satisfaction must be to the forefront of your concern.  Every patient is to be treated as an individual and provided with a high quality service in terms of courtesy, kindness, interest and efficiency.

17
 General

The Hospital will not be responsible for the loss or theft of personal belongings.

Fire orders must be observed and staff must attend fire lectures periodically.

All accidents within any Department must be reported immediately.

In accordance with the Safety, Health and Welfare Act 1989 all staff must comply with all safety regulations.

      18
 Interviews/Short-listing

The Royal Victoria Eye and Ear Hospital will not be liable for travelling or other expenses incurred by candidates who may be required to attend for interview.

Candidates may be short-listed for interview on the basis of information contained in their application forms/curriculum vitae.

19 Ethical

The person appointment will be required to operate to the highest ethical standards and have regard to ethical guidelines drawn up at a National or Hospital level.

PART II – QUALIFICATIONS/EXPERIENCE/PERSON SPECIFICATION

PERSON PROFILE

Qualifications:
Minimum degree and/or professional qualification in a related field.  A qualification in Healthcare Management would be an advantage.

Must have a proven track record of managing major resources within a complex organisation
Ideally experience of working in a hospital or healthcare 
organisation at senior management level.

Track record of success in leading and managing an organisation through a period of significant change.

Experience of managing senior managers and multidisciplinary teams.

Knowledge/Skills:
Understanding of how the public sector operates – funding, staff complements etc.

Knowledge of the health sector and particularly how hospitals operate.

Financial acumen and budgetary management.

Key Competencies:

Leadership Skills 

Be capable of inspiring, motivating and involving staff to work in a climate of effective teamwork to achieve objectives.

Strategic Vision

Be capable of distilling inputs from a variety of sources into a clear strategy, developing innovative approaches and motivating staff to work towards agreed goals.

The position requires a person with energy, enthusiasm and commitment, capable of successfully driving forward the development of the major Ophthalmology & Otolaryngology Hospital in Ireland.

Influencing Skills

Be capable of using a variety of inter-personal styles and techniques to interact effectively with a wide range of audiences; eg  government bodies, relevant constituencies and individuals to achieve organisational objectives.

Communication Skills

Be highly competent orally, in report writing and in presenting leading and implementing organisational and cultural change.

Have the capacity to get others to see the need for change and the ability to make transformational change to achieve long-term strategic objectives.

Personal Qualities
Strong interpersonal skills with a considerable amount of energy, enthusiasm and commitment to the mission and objectives of the Hospital.

High level of personal integrity with the credibility to interact effectively at all levels, including Council. 

PART III – General Accountability/Outline of Duties and Responsibilities

General

· Carry out the full range of functions and fulfil the range of responsibilities normally expected of a Chief Executive in an organisation of the Hospital’s nature, size and economic and social significance, and perform any appropriate duties which the Hospital Council may assign from time to time as required.

· Attend Hospital Council Meetings, be Chairperson of the Hospital Management Group and chair other internal and external committees as appropriate.

· Play a lead role in representing the interests of RVEEH to all key external stakeholders, and in this capacity to have the opportunity of significant input and influence into the strategic direction and future planning requirements of the Hospital.

· Play a proactive role in working with the HSE in order to influence key decision makers and stakeholders in relation to the future services and funding requirements of the RVEEH.

· Develop a strong working relationship with the Council and determine how best to ensure the aims, strategies and objectives set by the Council are achieved within the time-scale, policies and budgetary guidelines agreed and in particular to comply with Council direction in developing and implementing strategy and plans for value for money and shared services initiatives with other Healthcare Providers where deemed appropriate by Hospital Council
· Maintain and develop existing patient services to the highest standards of patient care, with an emphasis on delivering service agreements within the required financial constraints.

Personnel & Communication

· Exercise overall managerial responsibility for all Hospital staff, both clinical and non-clinical, identify and analyse the main challenges for the organisation, and resolve issues effectively to ensure that the RVEEH is functioning in a professional and efficient manner. 

· Establish, implement and maintain clear and effective communications in working relationships throughout the Hospital and with all relevant external Agencies, including the public in general and other interested constituencies.

Accountability

· Report to Council monthly on all related matters and attend Council Meetings.   Maintain effective liaison with the President of Council in relation to the business of the Hospital and Council affairs.

· Implement the policies, strategies and decisions of the Hospital Council and be responsible for the efficient and effective operation of all the Departments and functions of the Hospital within the framework of a balanced budget.

· Be responsible and accountable, in corporate and executive terms, for the organisation and day-to-day operations of services and departments within the Hospital.

· Lead the planning, evaluation and development of Hospital services, to include analysing existing services, service demands and healthcare trends, in order to develop short and longer term objectives and plans for the Hospital.

· Ensure that departments/specialities develop strategic, operational, financial and service objectives in their respective areas.

· Ensure that the Hospital achieves and complies with approved accreditation standards/requirements.

· Monitor the progress of policies and plans related to the Hospital’s strategy, and report on these matters to the Council.

· Develop and manage the Hospital’s Capital Programme.

· Ensure that a comprehensive Hospital Development Programme is devised and progressed through a regular review process focused on meeting the priority needs of the organisation.

· Present monthly management accounts to the Council and an Annual Report and set of accounts for audit by the external auditors, approval by the Audit Committee and for consideration and approval as required by the HSE/Minister for Health and Children. 

-
Present proposals to the Council in relation to emerging strategic or policy issues for which aims or objectives have not been set or need to be revised.

Organisation Development

· Devise and implement an ongoing organisation development programme, and lead the selection, installation and implementation of systems and procedures to support the efficient functioning of the organisational structure, and review the effectiveness of such systems on a regular basis.

· Develop and implement management structures which balance strategic vision with a need for the day-to-day operational management of the Hospital.  Develop and support line managers in the delivery of service and operational needs within their own departments.

· Support and lead the Hospital Council developments within the Hospital and all future development planning as appropriate.

· Motivate staff to achieve the highest standards of individual and collective performance, and foster, maintain and support the working relationships between staff at all levels in the Hospital.

· Together with the Hospital Management Group, develop and implement appropriate performance measurement systems to enable the Council to measure and monitor the Hospital’s performance on an ongoing basis.

· Work closely with the Hospital Management Group in the day-to-day management of the Hospital and in the formulation and development of new policies.

· Establish and maintain good working relationships/rapport with all relevant agencies including the HSE, Dept of Health & Children, Voluntary Hospital Groups, Local Hospitals and other health care institutions, statutory bodies and professional bodies representing Hospital staff.

· Review periodically the management structures of the Hospital and develop or amend these structures as necessary, having due regard to the changing needs of the organisation.

Quality Issues

· Maintain and develop the culture, ethos and excellence of the Hospital as a patient-centred institution committed to the highest standard of medical practice, nursing care, healthcare education, research and training.

Education & Training

· Ensure, in cooperation with UCD, RCSI and TCD and all other relevant educational bodies, that adequate and appropriate Hospital facilities are made available to support undergraduate and postgraduate education for medical, nursing and other professional students.

· Seek to establish appropriate training programmes for staff and lead the establishment and implementation of staff development programmes to include management performance, evaluation and appraisal schemes.

· Actively support and encourage initiatives undertaken to enhance the function and status of the Hospital as a centre of learning, research and excellence as a healthcare provider.

· Encourage research and development related to health matters.
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THE HOSPITAL MANAGEMENT  GROUP - HMG

                 The Chief Executive
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Education & Research Finance & Org Services Medical Director  Director of Nursing  

Operations & Human Res 

Strategy & Corp Affairs
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Education (incl. NCHD Education) Accounts Staff HoD's Nursing Administration HR Manager Insurance/Legal
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