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Job Description

______________________________________________________________

Job Details
Job Title:


Public Involvement Adviser

Team:



Public Involvement Programme
Location:


Manchester
Centre/Directorate:

Health and Social Care
Terms & conditions:

Agenda for Change 

Pay band:


Band 7

Contract:

1 year fixed term (maternity cover)
37.5 hours per week 

______________________________________________________________

Accountabilities
Accountable to:

Senior Public Involvement Adviser

______________________________________________________________
	Senior Public Involvement Adviser


	
	

	Public Involvement Adviser


The National Institute for Health and Care Excellence (NICE) is the independent organisation responsible for providing national guidance and advice on promoting high quality health, public health and social care.

Our role is to improve outcomes for people using the NHS and other public health and social care services. We do this by producing evidence-based guidance and advice for health, public health and social care practitioners; developing quality standards and performance metrics for those providing and commissioning health, public health and social care services and providing a range of information services for commissioners, practitioners and managers across the spectrum of health and social care.

The function of the Health and Social Care directorate is to drive quality improvement across health and social care through the development, assurance and implementation of guidance and standards.
The Public Involvement Programme (PIP) advises on and supports opportunities for patient, carer, service user, and public involvement across all of NICE’s work programmes, and encourages lay stakeholder organisations to support the implementation of NICE guidance, standards and advice.
Job purpose

The post holder is responsible for identifying and supporting people who use health and social care services, carers and the public, and organisations representing their interests, in a range of NICE guidance. This includes project managing stakeholder engagement, lay member recruitment and support, and providing advice and training to various audiences. The post holder will also contribute to the strategic development and promotion of patient and public involvement at NICE.

Main duties and responsibilities
The post holder will be responsible for:
Public involvement in a range of NICE guidance topics

To develop, promote and support public involvement in the development and implementation of NICE guidance and related products through:

· contributing to guidance with a direct impact on the care of patients and other groups. Specifically, acting as the first point of contact and providing advice, information, training, face-to-face and telephone support to people using health and care services and other lay people, often dealing with issues of a sensitive nature

· supporting teams in NICE and its partner organisations in identifying and involving relevant lay people and organisations representing their interest

· providing both written and practical guidance on appropriate involvement methodologies according to the individual projects and the groups or individuals involved

· managing the recruitment and support of individual patients, service users, carers, and other lay people – as members of NICE committees or experts providing written or verbal testimony
· advising organisations representing patient, service user, carer or community interests on their participation in NICE work, which may include submissions of evidence, commenting on draft scopes and guidance, and helping to put NICE guidance into practice 

· updating information (such as web resources, manuals, fact sheets, induction packs) for people interested in understanding, or contributing to, NICE work 

· working with the editorial team on information for the public about NICE guidance, if needed 

providing induction and ongoing support to the individual lay committee members 

· developing training materials and running training sessions or masterclasses for lay people and organisations involved in NICE work (face-to-face or online) 

· advising colleagues on possible ways of exploring the views and experiences of patients or people using services for specific topics or projects, including ensuring appropriate input 
Strategic direction and planning 
To contribute to the strategic direction of lay involvement in NICE’s work and the strategic direction of the Public Involvement Programme (PIP) by:

· contributing to the development, delivery and review of both the PIP’s policy, and also NICE’s wider strategy, for promoting patient and public involvement in NICE’s work

· promoting NICE’s patient and public involvement work within NICE and to external audiences (such as patient and voluntary organisations, health and social care professionals and healthcare industry)

· contributing to medium and long-term planning of the work of the Public Involvement Programme, including contributing to NICE’s annual business planning cycle

· contributing to team finance work, including budgetary planning and dealing with queries arising from payments to lay members of NICE advisory bodies.

Project management
· develop and manage lay involvement in a wide variety of guidance topics

· ensure achievement of milestones for lay input to the development of individual guidance topics, liaising with colleagues on the status and progress of lay involvement
· develop and manage systems for monitoring progress, and provide detailed progress reports, including Board reports and updates for the NICE website

· maintain efficient record-keeping and audit trails using the team’s shared systems

· regularly review operational procedures and monitor performance, identifying areas for improvement and overseeing the implementation of changes

· liaise as appropriate with colleagues in NICE or partner organisations to contribute to appropriate stages of individual guidance topics, such as development of information for the public about the final guidance

· draft and edit documents in conjunction with other team members, ensuring that they meet NICE’s standards for document presentation

· oversee the planning and delivery of projects within agreed timelines and budget, including scheduling and organising work programme activities

· organise ongoing monitoring, evaluation and reviewing of projects to ensure that lessons learnt inform future developments
· analyse and manage risk including: 

· assessing extent and degree of stakeholder involvement and the impact of changes in stakeholder relationships 

· contingency planning 

· proactively identifying solutions to potential problems and difficulties 

· delegate work to, and supervise tasks undertaken by, PIP administrative staff following agreed protocols. 

Networking, collaboration, personal and professional development

· work closely with NICE guidance teams to share knowledge of and expertise in patient and public involvement in NICE work 
· establish and maintain effective working relationships and engagement with stakeholders (especially patient and service user organisations and equality groups) and individual patients or people using services, carers and other lay people involved in NICE work, requiring a high level of complex and sensitive handling of a diverse range of stakeholder relationships in a tactful and diplomatic manner 
· work with NICE teams, patient groups, voluntary and community sector organisations, the NHS and local authorities to: 
· explore methods for disseminating NICE guidance to the public 
· help get NICE guidance into practice 
· represent the PIP and NICE at meetings, conferences and workshops, giving formal presentations as required 

· participate in NICE and external activities as appropriate for organisational development, peer support and professional development 
· undertake occasional research activities, for example surveys and audits, aimed at evaluating or improving the effectiveness of patient and public involvement at NICE 
· participate in appropriate training and development activities and encourage and support the development and training of other staff, including designing induction plans 
· prepare papers for publication, for instance in peer reviewed journals or at conferences 
· provide cover and deputise for other PIP colleagues 
This job description does not purport to cover all aspects of the job holder’s duties but is intended to be indicative of the main areas of responsibility.

The post holder may be required to travel to meetings outside Manchester approximately 12 times per year which may include an overnight stay.
Key working relationships
Internal

· Public Involvement Programme, Centre for Guidelines and its collaborating centres, Health and Social Care Directorate, Communications Directorate, and Corporate Office.
External

· National patient, voluntary and community sector organisations and equality groups

· Individual patients, service users, carers and members of the public who contribute to the development and implementation of NICE guidance
· Other national and international agencies developing evidence based guidance
______________________________________________________________
Equality & Diversity

All NICE employees must have respect for every individual, treating everyone with dignity, courtesy, fairness and consideration, and welcoming and accepting differences between people. It is the responsibility of every employee to work towards the elimination of all discrimination and prejudice.
Health & Safety

All NICE employees have a statutory duty of care for their own personal safety and that of others who may be affected by their acts or omissions.  Employees are required to co-operate with management to enable NICE to meet its own legal duties.
Governance

All NICE employees are responsible for making themselves fully aware of and committed to all NICE Policies, Procedures and Initiatives relating their employment at the work that they undertake.


Person Specification – Public Involvement Adviser
	ESSENTIAL
	Method of Assessment
	DESIRABLE
	Method of Assessment

	QUALIFICATIONS
· Postgraduate diploma or equivalent qualification, or equivalent level of knowledge acquired through experience and further training/development, ideally in health/social science research and/or health policy work
	· Application form
	
	

	KNOWLEDGE AND SKILLS
· Knowledge of UK health policy, including patient and public involvement policies, principles, methods and practice, underpinned by theoretical knowledge or relevant practical experience

· A good understanding of the range and roles of organisations representing the interests of people who use health and social care services, carers and the public

· Effective and persuasive communicator demonstrating oral, written and presentation skills

· Diplomacy, assertiveness and confident negotiation skills, and the ability to deliver contentious information in a sensitive manner, sometimes in hostile situations

· Ability to use the Internet and standard Microsoft packages 

· Ability to analyse complex information, to think and plan strategically and to exercise sound judgement in the face of conflicting pressures


· An understanding of, and commitment to, equality and diversity


· Ability to deliver quality complex projects to time, prioritising resources effectively
	· Application form & interview
· Interview



· Interview & test

· Interview


· Application form & test
· Application form & interview 

· Application form

· Application form
	· Knowledge of current developments in the NHS
· Understanding of the social, political, economic and technical context within which the NHS and social care operate

· Understanding of the principles of evidence-based healthcare

· An understanding of the work of NICE


· Knowledge of project management tools and techniques
	· Application form & interview
· Application form & interview




· Application form & interview
· Application form & interview

· Application form & interview



	EXPERIENCE
· Experience of translating patient and public involvement policies into practice 


· Experience in working with a range of individuals and organisations, including patient organisations, ideally in a healthcare setting 


· Proven operational involvement in the management of complex projects involving professionals and lay people working together

· Experience of providing training and information to lay people, including facilitation of groups in a training or workshop environment
	· Application form, interview & test
· Application form, interview & test

· Application form & interview

· Application form & interview
	· Experience of working at a national level

· Experience of involving specific population groups (such as children, older people, people with learning disabilities etc.)

· Experience of health/ social science research and/or health policy work

	· Application form

· Application form





· Application form

	OTHER
· Calm under pressure

· Flexible attitude and ability to work as part of a team.

· Thorough attention to detail and high standards of accuracy
· Willingness to travel to meetings outside main office base
	· Interview

· Interview
· Application form & test
· Application form & interview
	
	


Job Description – Public Involvement Adviser

Cost code – to be inserted by HR/finance

