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	JOB DESCRIPTION:      
ENGAGEMENT LEAD OFFICER
Job Specifics

Band:

7
Proposed hours:       
37.5 (job share will be considered)
Contract:

Permanent
Directorate:

Operations
Line Manager: 

Associate Director of Corporate Business
Responsible to: 

Chief Operating Officer
Accountable to:

Chief Executive
Base: 
Wynford House, Lufton Way, Yeovil, Somerset, BA22 8HR
Purpose of the role 
This post will support the Head of Communications and Engagement in leading Somerset CCG’s engagement and involvement strategy. This will include contributing to all programmes requiring stakeholder, public and Lay User engagement and involvement activities 

The Enagagement Lead officer will be responsible for ensuring Somerset CCG achieves and maintains its statutory duties and responsibilities for patient and public participation in commissioning and health care. This includes ensuring compliance with the guidance in the CCG Improvement and Assessment Framework

This will require delivery of an innovative, measurable, evidence based programme of patient and public involvement to support SCCG’s work, ensuring that all engagement is accessible for its targeted audiences.. 
Key responsibilities of the role
To be responsible for managing the patient public engagement function and providing guidance to staff, managers, programme leads and other stakeholders to ensure the patient voice is embedded in work programmes at the earliest opportunity.

Ensure the CCG routinely exceeds the statutory responsibilities and support CCG managers, programme leads, clinical leads etc, to fully involve local communities and user groups in the commissioning, development and re-design of health services.

Ensure that the legal requirements are met for engagement, consultation and equality and diversity.

To assess internal and external policy initiatives and plans for their impact on patients, the public, lay members and other stakeholders and provide advice, guidance and support to address the needs and challenges of diverse communities

To provide advice on statutory duties and responsibilities of involvement and consultation to service reconfigurations and organisational changes.

To ensure the CCG maintains compliance with the guidance in the CCG Improvement and Assessment Framework and the 10 key actions for embedding involvement and prepare the submission for annual assessment.

Establish and maintain robust systems to coordinate, capture and collate evidence of all involvement and engagement activities to demonstrate SCCG’s compliance with statutory duties.

To nurture patient and public scrutiny of commissioning and commissioned services, promoting accountability and confidence, incorporating the engagement of patient champions, voluntary groups and communities to help deliver this

To encourage and facilitate understanding of patient and community engagement in all commissioned services providing  skills development, support and training to appropriate CCG staff so they embrace engagement principles and embed best practice into their day to day work.

To build and support mechanisms to ensure patients/public are involved in governance processes of the CCG, providing training to lay users where required.

To oversee and coordinate any CCG involvement networks and meetings, evolving these as appropriate to ensure they remain effective, current and meaningful to all stakeholders

Key Tasks

Ensure the public and people who use health services in Somerset have access to a range of local involvement and engagement options tailored to their needs at key points in the CCG’s commissioning programme. 

Plan, develop and evaluate methods and processes for gathering, analysing, interpreting and presenting citizen and patient feedback and information.

Lead the delivery of a centrally coordinated, targeted, evidence-based public engagement plan, tailored to meet the differing and diverse needs of local communities across Somerset.  

Plan, deliver and manage SCCG engagement, including managing existing mechanisms and responding to and identifying new opportunities for improvement. 

Ensure the successful delivery of public engagement and awareness- raising via multiple channels including  commissioning events, focus groups, social media, online forums, local news and consumer media 

Build and maintain positive working relationships with health related voluntary groups and other key stakeholder organisations representing people who use services or working on their behalf.

Agree targets/objectives and analyses  with the Head of Communication & Engagement against patient experience measures

Support evaluation of engagement activities throughout the organisation. Manage internal and external stakeholders to ensure content is aligned to user requirements.

Assist in the development and implementation of specific CCG projects, ensuring that patient and public engagement is core to the development of the project

Support managers on the development and delivery of organisation wide research activities such as patient surveys and patient focus groups. 

Advise colleagues on and use a range of qualitative techniques to ensure that health needs assessments, equality audits and evaluations include the patients, carers and citizens views on health and health care services and that the views of wider stakeholders are considered.

Support the organisations’ quality assurance process, ensuring that all materials use the correct use of house style, language and typographical accuracy. Managing content and distribution to ensure messages are in plain English and on schedule.

Co-ordinate, facilitate and support the organisation to deliver effective internal and external events, forums, conferences in relation to patient and public engagement.

Write, develop and manage consultation briefs.

Produce engagement reports that reflect engagement and consultation findings in Plain English and, where appropriate, different formats.

Advise colleagues on the best approaches for engaging citizens, patients and the public.

Through knowledge, skills and experience actively promote diversity and equality throughout your work, treat everyone with dignity and respect and prevent unlawful discrimination.

Building Strong Relationships

Communicate effectively and provide information to a wide range of internal and external stakeholders.

Be an active participant in relevant internal and external engagement activities, documenting your involvement and ensuring patient, public and community voices feed back into relevant commissioning activities and workstreams.

Work collaboratively to seek the best outcome for CCG priorities, supporting other teams where appropriate, promote collaborative working across organisations.

Present information about projects, initiatives and services to a wide range of stakeholders in formal and informal settings to facilitate involvement.
Commit to working and engaging constructively with internal and external stakeholders on all relevant patient and public engagement issues and topics
Nurture key relationships with partners and maintain networks internally and externally, including across the county
Reach out to people, groups and communities, be accessible and maintain visibility, proactively seeking participation from people who experience health inequalities

Contributing to Organisational Development

To actively support your own development through appraisal, personal development enhancing skills and engage with training.

To work in partnership with others and as part of cross directorate teams to deliver successful outcomes in patient engagement across SCCG

To support the SCCG ways of working, comply with policies, model organisational values and champion the voice of the patient in every aspect of your work

Freedom to Act
To use your own initiate and act independently regarding management of diaries, travel arrangements, and make appropriate decisions taking financial and logistical considerations into account
To assess and evaluate priorities to meet changes in demand

To work unsupervised and without direction on occasion, whilst recognising the need to refer to others for support/guidance when required

Working Conditions/ Effort
Extensive VDU use

Light physical effort – e.g. may be required to move/carry stationery, transport material to meetings

Will have period of intense concentration, particularly when transcribing minutes.  Must be able to manage frequent interruptions.

Occasionally required to have difficult conversations with peers in external organisations 

Occasionally exposed to difficult/uncomfortable situations 
PERSON SPECIFICATION

Job Title:

Engagement Lead Officer

Band:

7
Directorate:

Operations

Criteria

Essential/ Desirable

Method of Assessment

Qualifications/Education
Educated to degree level or equivalent level of experience of working  in health or social care 

Evidence of post qualifying and continuing professional development

Qualification in patient and public participation/engagement methodologies or equivalent experience

E

E

E

Physical evidence

Physical evidence

Knowledge/Skills
Proven knowledge and experience of developing, delivering and evaluating public engagement strategies and plans on time and within budget

Knowledge of the legal requirements relating to consultation and engagement and equalities

Strong writing and editing skills.

Demonstrate an understanding of the background to and aims of current healthcare policy and appreciate the implications of this on engagement

Highly effective presentation skills both in written and verbal format.

Conversant in accessibility guidelines and web standards, with demonstrable experience of developing accessible and usable content for websites. 

Demonstrable knowledge and experience of using different media and IT packages. E.g. Word, Excel, Powerpoint, Microsoft Office etc

Knowledge of the voluntary and community sector and experience of engaging with seldom heard groups in the community such as young people, children, people with a learning disability, people with dementia, people who are currently homeless etc.

Knowledge of evaluation techniques including the use of patient experience metrics

E

E

E

E

E

D

E

E

E

Application and interview

Previous Experience
Strong knowledge and proven experience of developing, delivering  and evaluating public engagement strategies

Demonstrable experience or working an engagement and or community development role

Proven understanding as a networker with good relationship and stakeholder management skills.

Proven experience of developing and delivering public communications across all public channels including news and consumer media, social media, events, focus groups, marketing and online engagement 

Experience of developing new ways of reaching and involving people

Experience of working in the NHS, local authority, public sector or large complex organisation

Experience of facilitating user and stakeholder participation in strategy development, co-design of services and evaluation

Experience of event management

Experience of using a range of qualitative methodologies to determine patient, carers, citizens and wider stakeholder views (eg survey design, focus groups, discovery interviews) and of undertaking analysis of findings

E

E

E

E

E

D

E

D

E
Application and interview

Communication
Good writing and editing skills, with the ability to tailor communication and information to meet the needs of different user groups

Understanding and ability to communicate without using jargon in accessible formats, including Easy Read

Ability to interpret complex documents and statistics

Ability to gather and distil complex information from a variety of sources and communicate it effectively both verbally and in writing

Ability to define relevant ‘research question’ and identify the appropriate approach to gather people’s views to help answer the question

Ability to gather and analyse qualitative data, drawing the appropriate conclusions and making recommendations

Strong knowledge and proven experience of developing and delivering public communications across all channels including news and consumer media, social media, events, focus groups, marketing and online engagement

Proven ability to present effective presentations and facilitate meetings

Conversant in accessibility guidelines and web standards, with demonstrable experience of developing accessible and usable content and website.

E

E

E

E

E

E

E

E

E
Application and interview

Analytical
Ability to interpret and present data to improve patient experience

D

Autonomy
Exhibit the necessary level of independence and objectivity required to perform the role effectively

E
Application and interview

Management
Proven ability to plan and organise a broad range of activities such as meetings, engagement events, publications

Experience of managing staff, undertaking appraisals and reviewing performance

Project management skills and experience

Able to work to tight timescales and manage competing priorities

E

D

D

E
Application and interview

Collaborative Working
Highly effective networker, with relationship and stakeholder management skills.

Ability to negotiate and influence people at all levels

Good organisational skills with ability to work as part of a team or independently

Ability to act inclusively and respect the individual contribution of others

Express views in an open constructive way and seek to understand the perspectives and views of others

Display integrity, encourage trust through your actions and be honest in your dealings with others

Share creative and innovative ways of doing things with colleagues, service users

E

E

E

E

E

E

E

Application and interview

Personal Style and Behaviours
Taking ownership for what you do and how you behave

Deliver on commitments in a timely way,  meeting deadlines

Be open to constructive challenge and look for ways to continually improve

Be proud of the work you do and positively promote the CCG to colleagues and external stakeholders

Calm under pressure

Mature, flexible, co-operative approach

E

E

E

E

E

E
Application and interview

Other
Must be a car driver with a valid driving licence or have access to transport with appropriate business insurance in order to travel to meet the needs of the service.

D

Physical Evidence
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