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JOB DESCRIPTION
1.
JOB DETAILS
Job Title:


Cancer MDT Co-ordinator
Band:
  


4
Reports to:


ALM Cancer Services MDT
Department / Directorate:
Cancer Services, Specialist Services Division
2.
JOB PURPOSE
The core purpose of the MDT Coordinator is to provide consistent patient-centred focus throughout the pathway of care, by providing one point of contact along the administration pathway for the Multidisciplinary Teams (MDTs).  This will ensure coordination of the patient journey, especially for patients that need to move between cancer units and cancer centres.  The MDT Coordinator will be responsible for tracking the patient along their care pathway with the team and identifying potential breaches of cancer waiting times and targets.

The role will ensure that all relevant patients are discussed at MDT meetings with supporting clinical information.  Also, accurate prescriptive data collection and recording to enable effective patient tracking of all suspected and positively diagnosed cancer patients.

The post holder will be responsible for the coordination and organisation of the multi-disciplinary team meetings, and will attend these meetings obtaining and recording relevant information. He/she will collect, record and report cancer information as required in order to meet both national and local requirements.

The post holder will be responsible for the coordination of reports, investigations, radiology results and clinic appointments.  He/she will be required to work closely and proactively with the clinical teams and work collaboratively within the cancer services team ensuring the consistent delivery of service.

3.
DIMENSIONS/ KEY WORKING RELATIONS
· Admin Services Manager – Cancer Services MDT

· Admin Line Manager – Cancer Services MDT

· Admin Line Manager – Cancer Waiting Times

· Cancer Performance and Development Manager

· Lead Clinician and Clinical Nurse Specialist for their designated tumour site(s)

· All members of cancer site specific Multi-Disciplinary Teams
· All members of the RDE Cancer Services team

· Senior Cancer Audit Facilitator
· Medical Secretaries

· Trust Medical Records Department
· Diagnostic teams
· All staff with responsibilities for cancer information
· Colleagues at other Trusts across the Peninsula
· Colleagues at Specialist Treatment Centres and referring units
The post holder is a member of the MDT Co-ordinator Team and will provide cross-cover for colleagues as necessary.
4. ORGANISATIONAL CHART
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Denotes line management accountability



Denotes a reporting relationship
NB. The line manager of this post is the Senior Cancer Audit Facilitator for Cancer Services.  The Clinical Nurse Specialist will, however, provide guidance and direction to the post holder on a day to day basis for issues associated with the MDT and the nursing service.
5.
KEY RESULT AREAS/PRINCIPAL DUTIES AND RESPONSIBILITIES
5.1
MDT CO-ORDINATION

To provide administrative facilitation to the MDT meetings, including preparing, organising and circulating lists of patients for discussion, and ensuring MDTs run as smoothly as possible to reach their full potential in discussing all cancer patients.  This includes the use of video conferencing and IT equipment as necessary, the location and retrieval of case notes and diagnostic information.
To ensure MDT decisions relating to the individual patient’s management plan are accurately recorded on electronic systems as part of the MDT meeting and subsequently distributed to appropriate staff, including referring Trusts and GPs, within one working day
To attend weekly MDT meetings and input live information on to the relevant database including the recording of the outcome of each discussion and any actions to be taken.  To use this information for minimum data set collection and cancer waiting times
To accurately record attendance for MDT meetings, including those team members who participate via video conferencing, to ensure compliance with National Cancer Standards. This includes the recording of a cancellation reason in the event of an MDT meeting being cancelled
To work with the Clinical Nurse Specialist(s) to ensure that tests, appointments and treatment are arranged as agreed at the MDT meeting

5.2
MONITORING OF WAITING TIMES

To proactively track patients to ensure their pathway through the system is smooth and efficient and achieves appropriate targets.  This will include liaising with various departments to facilitate the timely booking of diagnostic tests and treatments
To ensure all patients’ progress is accurately recorded and updated in a timely manner on the cancer tracking system, managing their entire patient pathway, including post 62 day care

To ensure that all new patients’ treatments are booked within target times and that any potential breaches of waiting standards are clearly escalated to the clinical team and appropriate manager in a timely way

To contribute to the validation of the monthly cancer waiting times submission to the Department of Health, using the relevant data sources, to ensure data is accurate and national cancer minimum data sets are complete
To liaise regularly with the Cancer team, members of the MDT and Divisions to complete breach analysis forms, identifying delays in treatment and potential remedies and locating missing data as necessary
To attend weekly cancer Patient Tracking List (PTL) meetings, to report on progress of patients through their pathways of care and against waiting times targets and to complete remedial actions which result from the meeting
To contribute to the analysis of breaches and the redesign of cancer pathways as necessary including tasks relating to capacity and design exercises
5.3
CO-ORDINATION OF MDT REFERRALS

To maintain good working relationships with colleagues in other Trusts and across RDE departments who refer to or take referrals from RDE cancer MDTs
To ensure that inter-departmental and inter-Trust referrals are actioned and closely monitored, and information fed back to referring teams or organisations as appropriate and within monitored timescales
To liaise closely with Medical Secretaries to ensure that referrals are appropriately tracked and treated as far as possible within target waiting times
To ensure that the generic Cancer Services mailbox is closely monitored and actioned appropriately

Where pathways of care cross MDT teams and/ or specialties within the Trust, ensure correct referral processes are followed and are supported with accurate and timely documentation

5.4
PEER REVIEW & SERVICE DEVELOPMENT

To work with members of the MDT and the Cancer Services team to collate information as required to support Peer Review assessments. This may include attendance records, collating data and information and supporting the annual MDT business meeting
To work with members of the MDT and the Cancer Services team in the development of the patient pathway and continual improvement of the service for patients

To contribute to the development and implementation of improvements in the efficiency and accuracy of MDT administrative processes

To participate in the collection of accurate cancer data and information, working closely with MDTs and the Cancer Audit Facilitator team to improve collection processes

To support and contribute to audit projects (both national and local) as undertaken by the MDT
Other Responsibilities
To work with other members of the team to ensure the smooth running of MDT processes, working flexibly to provide cover and support during periods of annual leave or sickness as necessary

To participate in the orientation and induction of new staff
To support the MDT Administrators and help in their personal development in the role, including on-going training
To produce a detailed job plan and to review and update at least annually
In addition, you may be required to undertake such other duties commensurate with your grade, as may be reasonably required of you

To inform your Line Manager of sickness and to negotiate annual leave requests with them

To participate in regular performance appraisal, taking responsibility for pursuing his/her own development in accordance with an agreed personal development plan
To undertake any training required in order to maintain competency including mandatory training, e.g. Manual Handling, Fire Safety

To contribute to and work within a safe working environment

The post holder is expected to comply with Trust Infection Control Policies and conduct him/herself at all times in such a manner as to minimise the risk of healthcare associated infection. 
As an employee of the Trust, it is a contractual duty that you abide by any relevant code of professional conduct and/or practice applicable to you.  A breach of this requirement may result in action being taken against you (in accordance with the Trust’s disciplinary policy) up to and including dismissal

This post has been identified as involving access to vulnerable adults and/or children and in line with Trust policy successful applicants will be required to undertake a Disclosure & Barring Service Disclosure Check
THE TRUST – Vision and Values
Our vision is to provide safe, high quality seamless services delivered with courtesy and respect. To achieve our vision we expect all our staff to uphold our Trust values. Our Trust values are:

Honesty, Openness & Integrity

Fairness,

Inclusion & Collaboration

Respect & Dignity

We recruit competent staff that we support in maintaining and extending their skills in accordance with the needs of the people we serve.  We will pay staff fairly and recognise the whole staff’s commitment to meeting the needs of our patients.
We are committed to equal opportunity for all and encourage flexible working arrangements including job sharing. 
We are committed to recruiting and supporting a diverse workforce and welcome applications from all sections of the community, regardless of age, disability, gender, race, religion, sexual orientation, maternity/pregnancy, marriage/civil partnership or transgender status.  We expect all staff to behave in a way which recognises and respects this diversity, in line with the appropriate standards.
GENERAL

This is a description of the job as it is now.  We periodically examine employees' job descriptions and update them to ensure that they reflect the job as it is then being performed, or to incorporate any changes being proposed.  This procedure is conducted by the Manager in consultation with the jobholder.  You will, therefore, be expected to participate fully in such discussions.   We aim to reach agreement on reasonable changes, but if agreement is not possible, we reserve the right to insist on changes to your job description after consultation with you.

The RD&E is a totally smoke-free Trust.  Smoking is not permitted anywhere on Trust property, including all buildings, grounds and car parks.  For help to quit: 

· Call: 01884 836 024 

· email:  stopsmoking.devonpct@nhs.net.
PERSON SPECIFICATION
POST: MDT Co-ordinator


BAND: 4
	REQUIREMENTS
	At 

Recruitment
	At 2nd KSF 

Gateway

	QUALIFICATIONS / TRAINING
GCSE (or equivalent) English, Mathematics grade C or above
Medical Terminology qualification or equivalent experience
RSA III Typing or equivalent

Word Processing/Excel skills
MYCARE
	E

E
E

E

D
	E

E

E

E

E

	KNOWLEDGE / SKILLS
Knowledge of Health Records Systems

Ability to use databases and email

Excellent organisational skills

Excellent computer skills

Ability to communicate with all grades of clinical staff across the range of specialities

Ability to prioritise workload to respond to changing demands

Ability to demonstrate analytical skills

	D

E

E

E

E

E

D
	E
E

E

E

E

E

E

	EXPERIENCE
Experience of working with healthcare professionals/previous experience in the NHS
Knowledge of issues of working with confidential information and understanding of need for confidentiality

Experience of inputting accurate and timely data into computer systems

Experience of audit and data collection
	E
E

E

D
	E

E

E

E

	PERSONAL ATTRIBUTES
Excellent communication and interpersonal skills
Enthusiastic and highly motivated

Ability to initiate and co-ordinate changes to working practices

Ability to work as a member of the team

Persistent approach to tasks

Meticulous approach to accuracy and detail

Good time management/organisational skills

Ability to prioritise workload to deadlines

Ability to work on own initiative
	E

E

D

E

E

E

E

E

E
	E

E

E

E

E

E

E

E

E

	OTHER REQUIREMENTS:

Flexible to changes within the department, and of the workload (i.e. to cover between MDTs when required)

Committed to on-going professional development
	E

E
	E

E


* Essential/Desirable
	HAZARDS:- Reviewed 02/11/2015

	Laboratory Specimens 
	
	Clinical contact with Patients
	
	Dealing with violence & aggression of patients/relatives
	

	Blood / Body Fluids
	
	Dusty Environment
	
	VDU Use
	

	Radiation / Lasers
	
	Challenging Behaviour
	
	Manual Handling
	

	Solvents
	
	Driving
	
	Noise / Vibration
	

	Respiratory Sensitisers
	
	Food Handling
	
	Working in isolation
	

	Cytotoxic Drugs
	
	Electrical work
	
	Night Working
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