	JOB DESCRIPTION: Capacity Planning & Scheduling Lead 




RESPONSIBLE TO: 	Administration & Deputy Operations Manager
	
ACCOUNTABLE TO:	Operations Manager
RESPONSIBLE FOR: 	

JOB SUMMARY
[bookmark: _GoBack]

Principal Duties and Responsibilities

As a member of the Administration team, this role will involve the planning and publishing of booking schedules for clinical appointments giving the optimum capacity to achieve and maintain wait times to meet the patient pathway and referral to treatment objectives.  This will include the understanding of current and future demands.  

Primary Responsibilities:
· Design appointment booking schedules by specialty and consultant to ensure maximum utilisation of clinical time and facility availability.
· Review appointment demand trends regularly and compare against capacity plans.  Identify and escalate areas of capacity which require adjustment to support mid to longer term demand. 
· Communicate directly with clinicians to confirm availability and finalise plans, ensuring a clear communication trail is in place.  Seek additional sessions from clinicians to support demand 
· Provide wait time information to internal and external stake holders.
· Monitor consultant annual leave, ensuring booking schedules are adjusted and annual leave calendar is maintained.
· Routinely communicate with clinical and operational managers to provide information for staff rota planning and maintain the planned activity calendar.
· Oversee the eRS (electronic referral system) to ensure appointments are available for direct booking at all times across the different specialties.
· Act as an eRS Service Definer with responsibility for the publishing of services on eRS ensuring annual clinical review is in place.
· Support the introduction of a new clinician to the service by way of confirming working pattern, start dates, induction.
· Act as a key link with external partners, for example the local Trusts, to agree and support the transfer of patient activity.
· Lead the weekly Clinic Scheduling Group, attended by booking, theatre and operational staff.

Performance Measures:

· 18 week Referral to Treatment by specialty, including wait to first appointment and time to first treatment.
· 6 week Referral to Diagnostic appointment for Endoscopy procedures
· Patient Satisfaction levels

This list of duties and responsibilities is not exhaustive and the post holder may be required to undertake other relevant and appropriate duties as reasonably required.
This job description is subject to regular review and appropriate modification.


