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Welcome from our CEO

Jonathan Brotherton

Dear Candidate,

Thank you for your interest in working with us here at University Hospitals Birmingham NHS
Foundation Trust (UHB).

Please take some time to read through this application pack to gain a better understanding
of our Trust in general, this role in particular, and why UHB is a great place to work.

UHRB is one of the largest teaching hospital trusts in England, serving a local, regional,
national, and international population. We employ around 22,000 colleagues and are
committed to investing in your training, development, health and wellbeing and future
career with us.

We see and treat more than 2.2 million patients every year across our four hospital sites -
Good Hope, Heartlands, Queen Elizabeth Hospital Birmingham and Solihull Hospital - and
through our community services and clinics. We are centres of excellence in many clinical
specialties.

But it’s not just our patients we invest in at UHB; we also invest in our staff. In fact, we
believe we are defined by our people, not the state-of-the-art equipment or facilities we
work out of. We have high standards and we want to build healthier lives for patients and
our teams, wanting you to enjoy your job, and flourish in it.

To reinforce this commitment, we recently refreshed our values after hearing from over 1,400
colleagues about what made them proud to work at UHB

We will be:

Kind: the kindness that people show to each other every day
Connected: the connections we build with everyone around us
Bold: the ability to be bold in how we think, speak and act

We hope you find this pack useful and look forward to receiving an application from you for
this role within our Trust.

Yours sincerely,

Jonathan Brotherton
Chief Executive Officer
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JOB DESCRIPTION
Job Title Theatre Services Co Ordinator
Pay Band Band 3
Department Peri operative practice settings — Theatres — Interventional Radiology
CDG
Reports to Lead Theatre Practitioner
Professionally Site Director of Nursing/ AHP’s
Responsible to

JOB SUMMARY

The post holder will work as an integral part of the clinical team ensuring that there is a seamless
approach to the provision of non-clinical services they will be aligned to a speciality or cluster of
theatres working closely with others.

They will assist the Lead Theatre Practitioners and clinical staff within the service area to ensure
appropriate and effective delivery of services in order to maintain the patient environment and
services to patients.

The Theatre Services Coordinator will collaborate co-operatively with colleagues, as part of the peri
operative team enabling registered practitioners undertake direct patient care related duties.

The post holder will be responsible for ensuring medical and non-medical equipment, supplies
including pharmaceutical are checked, managed, tracked, and traced and supplies are managed to
ensure stock levels are maintained proactively and reactively.

They will collaborate with staff within theatres to ensure that the departmental environment is
clean/organised, and that equipment and supplies are stored and maintained in a safe and
accessible manner.

TEAM/DEPARTMENT STRUCTURE CHART

Band 7 Lead Theatre
Practitioner

Band 3 Theatre Services

Co Oordinator

Band 3 Clinical Technican i
Band 6 Theatre Team Band 5 Theatre Clinical Apprentices / g?:i:i:ﬁ:fjagé 1}:::23
Leader Practitioner Band 2 Theatre Support trainees : &l
Worker Nursing Associate

KEY SKILLS

Communication & relationships skills

1. Using effective communication skills to assist in the preparation for the environment and
equipment and acting as a link between the surgical team and other parts of the theatre
and hospital.

2. Communicate all changes to theatre lists/ kit/ equipment requirements to colleagues
associated with the service.

3. Be respectful with regard to age, disability, gender, position, race, religion and sexual
orientation through professionalism and courtesy, treating all patients, colleagues, visitors,
carers, communities, and others as they would wish to be treated.

4. Welcome patients and visitors to the department provide assistant, support and information
where required.

5. Answer the telephone and deal with visitors to the department promptly in a polite and
professional manner and deal with enquiries as appropriate.
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6. Receive and convey information on behalf of others, ensure all information received and
conveyed is clear, precise, accurate and timely - this will involve answering bleeps and
telephones on behalf of other staff.

7. Maintain a high standard of personal behaviour and ensure effective communication with
all members of the multidisciplinary team, patients, carers, and relatives. Communicate
effectively with other team members ensuring that the views and wishes of the patient are
communicated and taken into consideration.

8. May on occasions exchange factual information with patients using persuasion,
reassurance, tact, and empathy.

9. Undertakes a departmental liaison role between patients their families and the service
passing on information and communication.

10. Respond to patient concerns by consulting with the right person in a timely manner and
ensuring the registered practitioner allocated to care for the patient is made aware of
concerns and any actions taken.

11. Develop and maintain network relationships with other Theatre Services Coordinators
sharing good practice /ideas.

12. Where required ensure clinical colleagues are aware of changes to supplies / process’s
where equipment is located.

13. Attend meetings associated with the role / duties on behalf of the lead theatre
practitioner(s) for the service site or service level. Responsible for feeding back from the
meeting to line manager/ registered practitioner in charge of the dept/ service.

14. Develops and maintains effective working relationships with Sterilog to ensure
instrumentation availability and turnaround time.

15. Consults with company representatives and procurement where required in relation to
equipment and supplies.

Analytical & judgement skills

16. Understanding of NHS cleanliness standards, appropriate Trust cleaning types and health
and safety associated with the management of a clinical practice environment.

17. Responsible for ensuring the clinical environment is well presented, maintained, and
complies with Trust cleaning standards and waste disposal requirements.

18. Understands and acts associated with environmental issues associated with the practice
setting.

19. In line with the Trust’s Incident Reporting System, report any accidents, incidents, near
misses and defects to the “registered practitioner in Charge” for that span of duty. Remove
any hazards which could potentially cause injury to staff, patients, and visitors.

20. Be alert to any improvement to service and make suggestions as appropriate.

21. Obtain prompt assistance during an emergency situation as requested or using the agreed
practice i.e.: emergency call bell.

22. Take action to address any equipment concerns relating to function including initiative-
taking and reactive maintenance through established arrangements with key departments
i.e.: Medical Engineering.

23. Deal with non-clinical queries from members of administrative and clerical teams.

24. Working with materials management and theatre teams to review stock valuation figures,
investigating, and resolving any discrepancies or errors.

Planning & Organising Skills
25. Plan and organise the appropriate equipment to arrive in appropriate time for
decontamination.

KEY RESPONSIBILITIES

Responsibility for patient / client care
Undertakes key activities relating to patient equipment and clinical supplies, medicines
storage and environmental management as well as Health and Safety and clerical duties.

1. Responsible for reception and onward distribution of theatre trays / instrumentation and
consumables

2. Assist in preparing theatres /Interventional Radiology (IR) rooms, instrument trays
consumables and equipment in a correct and timely manner.
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2.

1.

3. Takes steps to address shortfalls and escalates concerns about stock / equipment availability.

Medicines Storage
1.

Undertake designated competency-based training in medicines management provided by Trust
pharmacy colleagues.
Work with the departmental Pharmacists to ensure stocks of pharmaceuticals are maintained to
agreed levels and kept in secure and appropriate storage areas in accordance with Trust
policy.
Ensure stocks of pharmaceuticals are used in rotation and all storage systems are maintained
in a clean condition.
Consult with Logistics staff to co-ordinate both delivery and storage of medicines, ensuring that
the process is as efficient as possible.
Ensure appropriate reconciliation of pharmaceutical stocks against orders and maintain storage
of order and receipt paperwork in line with Trust standards.
Support staff with day-to-day troubleshooting and battery replacement of the Abloy Clig key
system (where in use) through consulting with the Abloy Cliq team where this mechanism is in
use for securing medicines.
Support staff with the maintenance of the below Trust Medicines Management Standards:
o Drug cupboards and medicines rooms are locked/secure access at all times.

Fluids are stored in their original containers and contents are clearly identifiable.
Pharmaceutical stocks are within their expiry through routine checking.
Medicines refrigerator(s) are locked in line with Trust standards.
Ensuring daily medicines refrigerator temperatures are recorded, and escalated as
required, in line with Trust standards.
Ensuring Medical Gas cylinders are stored safely and securely in the department in
line with Trust standards.
o Ensuring that pharmaceutical waste is managed safely and securely in line with

Trust standards.

O O O O

e}

Health, Safety and Security

Contribute towards the provision of safe working environment through adherence to practice
standards, policy, and procedures.

Assist with the preparation and cleaning of patient and clinical areas.

Undertake training and maintain competence in the use of medical devices and equipment
associated with the department / service.

Check that any medical devices used are fully functioning prior to the peri-operative phase and
have been checked post procedure — arrange any reactive/initiative-taking equipment
maintenance.

Report all accidents / incidents in a timely manner to a registered theatre practitioner,
completing incident report forms as requested.

Keep storage areas and corridors clean and tidy.

Adhere to Trust cleaning methods and standards and consult with Facilities teams in relation
to cleaning requirements as needed.

Ensure supplies associated with decontamination process and cleaning are maintained and
accessible.

Initiate calls to other services associated with areas of need to maintain health and safety of
the department including waste management and supplies trolleys.

Responsibilities for policy and service development implementation
10. Contribute to the development and implementation of working practice and procedures within

the service.

11. Contribute to discussion at team / service meetings.
12. Propose ideas which relate to stock management, storage of equipment and supplies.
13. Maintain awareness of Policy / Procedures which relate to the practice setting and ensuring

any changes which may relate to the role are understood and embedded into the practice.

Information Resources
14. 1. Assist in the completion of appropriate documentation associated with the role in a variety

of formats including electronic and paper-based systems.

Building healthier lives
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15.

16.
17.

18.

19.

20.

21.

To ensure Trust compliance with information Governance standards around data correction
and support the Trust Data quality initiatives.

To monitor and regularly report performance usages of equipment /consumables as required.
Maintain accurate records associated with equipment location, including items on loan to other
areas, undergoing maintenance or awaiting repair.

Maintains health / safety and cleanliness of the environment including implementing and
maintaining systems which control and rotate stock levels of instrumentation, consumables
prosthetics.

Responsible for supporting and record keeping activities associated with the coordination of
equipment / consumable trials / new product introductions and recall of faulty products.
Undertake clerical duties as required which including computer systems / filing and retrieval or
paper /electronic documents and correspondence.

Use computer systems as required to support activities related to the service.

BUDGETARY AND RESOURCE MANAGEMENT

1

1.
2.

0.

Responsibility for financial and physical resources

Demonstrates understanding and participates in ordering of new equipment / supplies.
Responsible for maintaining agreed levels of clinical items and equipment and ordering,
receiving, assisting in the sterilisation processes and return of equipment required by the team
[/service/ dept.

Maintain stock controls, implementing and maintaining systems which record information
pertinent to equipment/ consumables and devices.

Maintains effective and up to date records associated with equipment locations and condition.
Responsible for the overseeing / logging and requesting of initiative-taking and reactive
maintenance of equipment and the isolation of faulty equipment awaiting repair.

Track and record loan/ borrowed equipment for the service department.

Responsible for the management of equipment / stores and stock areas within the theatre
cluster / site/ service and stock rotation

Undertakes in stock checks / audits within the department to make sure appropriate levels are
maintained, are available, and takes an initiative-taking and reactive approach to maintaining
core supplies.

Responsible for elements of equipment ordering (new / replacement items) utilising IT systems
/ process is and through developing effective working practices with materials management
teams /colleagues.

Responsible for the delivery and receipt of specialist equipment associated with temporary loan
or purchasing arrangements and the associated documentation / receipting of items.

Freedom to Act

The role is indirectly supervised by registered practitioners, the post holder is expected to
conduct the role without the need for constant supervision, recognising limitations and seeking
advice and direction when required.

Post holder will follow routine and standard operating procedures and practices.

MANAGEMENT, SUPERVISORY, TEACHING, TRAINING RESPONSIBILITIES

Responsibilities for human resources

2.

3.
4.

5.
6.

Take responsibility for personal updating and development, including mandatory training and
participating in appraisal taking opportunity to identify and discuss own development needs.
Function as a professional role model to other staff and students

Support and participate in induction and orientation of newly appointed staff and students/
trainees to the area.

Demonstrate skills and activities to others who are undertaking similar work.

Support volunteers new to the area and participate in the co-ordination of volunteer duties.

Education / training

7. Undertake training associated with the role to a level of agreed competence.

Building healthier lives
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8. Undertake training /supervised practice associated with competencies/ skills or approaches to
work related activities related to the practice setting to an agreed level.

9. Familiarise and adhere to locally derived safety standards which are associated with the
practice setting including undertaking training in relation to standard operating procedures and
policies.

10. Attend manufacturer specific training associated with equipment use/ decontamination.

RESEARCH AND DEVELOPMENT

1. Support research activities within the service this may include testing and trialling new
equipment as agreed with the registered practitioner responsible for the practice setting.

2. Participates in surveys and audits as required for the role.

3. Participate in audit activity associated with the role which may relate to equipment, supplies
health and safety associated with the room /storage under the direction of a registered
practitioner.

EFFORT -

Physical Effort

1. Requirement to sit at a computer to insert data / order equipment / maintain documents and
registers and receive and send emails.

2. Good hand / eye coordination frequently pushes trolleys / equipment on throughout the hospital
and within the department.

3. Required to stand for prolonged periods of time checking equipment in stock rooms / areas.

4. Ability to respond to urgent and emergency situations in a timely manner and recognising own
limitations.

5. Must be able to kneel to perform basic life support practice.

Mental Effort

6. Requires ability to concentrate to undertake / check stock, input information into systems and
analyse and check reports — equipment on arrival prior to dispatch.

7. Must be able to prioritise workload and deal with interruptions from all areas which may need to
be responded to in a timely manner.

8. May have work interrupted to deal with a clinical or environmental emergency i.e.: equipment
failure — loss of power — clinical emergency.

Emotional Effort

9. The post holder may be expected to work in a variety of practice settings within the service
according to service needs.

10. Exposed to patients with life threatening conditions, will be exposed to death and dying.

Working Conditions

11. Role may require working in a confined space i.e.: storage room for prolonged periods of time.

12. May be exposed to observe intimate procedures including surgical incisions and procedures
and will be exposed to bodily fluids, blood and the removal of human tissue including body
parts when entering operating theatre as part of the role.

13. Required to work in clinical practice settings which may be subject to infection outbreaks and
patients with infectious diseases.

14. May be exposed to physical and or verbal aggression face to face or via the phone.

15. May need to travel between hospitals sites or off of a hospital site in associated with attending
meetings/ training.

TRUST VISION & VALUES

DO NOT AMEND THIS SECTION

The Trust is clear on its vision and values and aims to make sure that they are reflected in all areas
of activity. Our vision is simple, building healthier lives. Our values apply to every member of staff
and help us in all we do and how we do it. They are:

Kind: The kindness that people show to each other every day
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Connected: The connections we build with everyone around us

Bold: The ability to be bold in how we think, speak and act

ADDITIONAL INFORMATION

This job description is designed to assist post holders with understanding what is expected of
them in their role. University Hospitals Birmingham NHS Foundation Trust may ask them to
undertake other duties, as required, which are not necessarily specified on the job description,
but which are commensurate with the grade of the post.

The job description itself may be amended from time to time in consultation with the post holder,
within the scope and general level of responsibility attached to the post.

All post holders must take responsibility to ensure that they are aware of and adhere to all Trust
policies, procedures and guidelines relating to their employment regardless of their position
within the Trust.

Last Updated: March 2024 JE ID 470

PERSON SPECIFICATION

JOB TITLE: Theatre Services Co Ordinator

TRAINING, QUALIFICATIONS AND PROFESSIONAL REGISTRATIONS

ESSENTIAL DESIRABLE

e Educational qualifications in Maths/English
Language equivalent to Functional skills
Level / GCSE Grade C or 4 and above or
UK ENIC approved international
qualifications in English / Maths (UK ENIC is
the UK National Information Centre for
Global qualification & skills)

e Evidence of completion of Level 3
Quialification or above in Health / Social
Care or (BTEC/ CACHE Level 3 Award /
Level 3 Certificate or Diploma) or 2 A levels
or equivalent experience of working in the
NHS in a patient/public facing role in health /
care or hospitality

e Evidence of completion of training
associated with employment in a role
associated with health / care / i.e.:
Customers service/ Care Certificate/ Health
& Safety, COSHH

e Evidence of completion of “in house” training
associated with employment, via on-line
training platforms, Moodle, in house training
etc.

EXPERIENCE & KNOWLEDGE

ESSENTIAL DESIRABLE
e Previous employment experience in a
e Considerable experience of working in a theatre / peri operative practice setting

health/ care role or hospitality/ catering role
which is customer facing in an NHS or
health / care provider role as part of a multi-
disciplinary team.
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e Experience of undertaking audit of stock e Develops knowledge and understanding of
and replenishment of supplies supply chain of equipment and supplies.
e Understanding of the process associated
e Can demonstrate understanding of the roles with ordering and maintaining supplies of
which make up the team Of health and care equipment and consumables.
staff within a hospital setting. e Develop a sound knowledge of products

) used in theatres.
e Can demonstrate understanding of the

following:
i. Health & Safety
ii. Infection prevention control practice
iii. Moving and handling
iv. Customer service /care skills

e Can demonstrate awareness and
understanding of how they may be exposed
to distressing situations associated with
hospital patient care.

e Can demonstrate understanding of how this
role contributes to patient health and
wellbeing.

e Can demonstrate understanding of Equality,
diversity, and inclusion and how this relates
to this role.

e Can demonstrate an understanding of
Safeguarding and how this relates to the
role.

e Can demonstrate how data protection and
confidentiality relate to the role.

e Understands how this role supports
operating theatres service routine and
structures.

e Participates in training associated with the
role.

e Supports / trains and educates
inexperienced staff on the role / duties
associated with the role.

SKILLS & ABILITY

ESSENTIAL DESIRABLE

e Good standard of written / verbal
communication in English

e Basic IT / Computer skills

o Ability to work effectively as a collaborator
under appropriate supervision, and as part
of a multi-disciplinary team.

e Evidence of time management skills and
ability to prioritise workload.
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o Ability to work effectively as a team player
under appropriate supervision, and as part
of a multi-disciplinary team.

e Can demonstrate experience and insight
into how to evaluate own strengths &
development needs, seeking advice where
appropriate.

¢ Ability to deal with non-routine and
unpredictable nature of the workload.

e Able to recognise and resolve routine issues
referring to others for advice / support where
appropriate.

¢ Willingness to undertake training / education
associated with the role and can articulate
how this relates to this role i.e. Health &
Safety / COSHH

OTHER SPECIFIC REQUIREMENT

ESSENTIAL DESIRABLE

e Good customer service skills

e Positive and flexible attitude to work,
solutions focused but recognises boundaries
of the role.

e Patient focused and can demonstrate clear
reasoning behind their application which is
patient centred.

¢ Ability to use own initiative.

¢ Reliable, flexible, able to remain calm and
clear headed when faced with a challenging
or demanding situation.

e Understands when there is a requirement to
escalate concern to a registered health care
professional.

e The post holder may work a range of shift
patterns across a 7-day week including
public holidays; the dept/ unit will detail shift
patterns.
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