Consultant job pack — ‘How to’ guide

Please read this guide before you start using the Word template.
You can change any text that is highlighted in yellow. The standard text is
locked and cannot be edited.
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Type in the job title



Because the text is white, it’s difficult to see what you are typing. You can
remove the highlight by going to Review tab, Protect, then Restrict
Editing. Untick the box says that ‘Highlight the regions | can edit’.
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Your permissions
This document is protected from
unintentional editing.

You may only view this region.

| Show All Regions | Can Edit |

Highlight the regions | can edit
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Untick

When you finish the page 1 and 2, tick the box again to highlight the regions
you can edit.



Page 2
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Hi, 'm Adrian Harris Chief Medical Officer of Royal Devon University
Healthcare NHS Foundation. Thank you for the interest that you have
shown in working with us, at what is an unprecedented time for
healthcare across the UK but also an exciting time for our organisation,
now one of the largest healthcare Trusts in the country.

Our Trust is a special place to work. We foster creativity, innovation and
a personal approach to high quality patient care. We are proud of our
consulting teams many of which are nationally recognised for their
specialist clinical care and research activity. We are committed to the
further development of this successful and cohesive team and recognise
the importance of bringing the very best dlinicians to Devon.

Good luck with your application and | look forward to meefing you soon.

We welcome enquinies for further information and strongly encourage informal
visits efther in person or virtuaily so that you can get a feel for what it’s fike to
work with us. A fist of contacts is detailed in the final section of this paci’

Type in 'JOB TITLE’, ‘DATE OF VACANCY’ (eg. Immediate) and ‘BASE’ (eg.
North Devon District Hospital)

Don’t forget to tick the box again when you finish the page 1 and 2.



How to paste text from another document

When you copy text from another document and paste it into the template,
Word will keep the formatting from the source file and mess up the formatting
of the template. To avoid this, you need to paste it as ‘Keep Text Only’.
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Copy & paste in a small chunk.
Do not try to copy & paste the whole document in one go.



How to format text

You cannot format the text in the usual way in the template. You have to use

‘Styles’ to apply bold etc.
Styles are on Home tab.
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: The-Gastroenterology-and-

. / Hepatology-Departmentq|
©  Column

The-Royal-Devon-Gastroenterology-and-Hepatology-
" Heading 1

team-comprises-18-whole-time-equivalent-(WTE)-
in-Barnstaple.q

Consultants-deliver-face-to-face-care-predominantly-+
at-their-base-site-and-will-provide telephone-or-«
video-consultations-for-patients-across-the-entire-«
Trust-catchment.{f

~ COI u m n The-department-provides-a-comprehensive-

- Gastroenterology-and-Hepatology-service.-lts-core-
© Styl e service -supports-a-population-of-approximately-

- 615,000-and-specialist-Gastroenterology-and-
Hepatology-services---including-intestinal-failure,-
specialist-endoscopic-services-(including-small-
intestinal-endoscopy,-colon-capsule,-Barrett's-
endetherapy,-EUS, ERCP-and-gholangieseopy)— «
are-provided-to-a-wider-population-across-the-South-
West-Peninsula.q|
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Heading 2
T Consultant-Medical-Staff]

LUMINAL-GASTROENTEROLOGISTSY

Dr-$hyam-Prasad-(Eastern-services,-2008)-is-the-+
Lead-Clinician-of-the-RD&E -department.-His-+
interests-include-specialist-endoscopy-and-research.{

Dr-Andrew-Davis-(Northern-services)-is-the-Lead-
Clinician-of-the-NDDH-department-and-for-Endoscopy-
(NDDH).-His-interests-include -endoscopy-and-+
hospital-management.{|
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For example:

e Main text uses Body copy
Column text uses Column style
Bold uses Bold or Strong
Bullet points use Bullet Points
Table text uses Table body

consultants-with-13-WTE-based-in-Exeter-and-5-based-

Dr-Tarek-Shirazi-(Eastern-services,~2002)-is-the-lead-
for-bowel-cancer-screening,-and-his-interests-include-
large-polyp-resection-and-endoscopy-training.y

Click on the
Dr-James-Goodhand-(Eastern-services,-2015)-is-the- down arrow
departmental-lead-for-audit/-morbidity-and-mortality.- to see more

His-interests-include-IBD-and-research.{

Dr-Nick-Kennedy-(Eastern-services,2016)-has-a-part-
academic-post-with-the-University-of-Exeter.-He-is-a-
Trust-clinical-information-officer.-He-also-has-interests-
in-IBD-and-research.{|

Dr-Ovi-Roy-(Eastern-services,-2018)-has-interests-in-
IBD-and-nutrition.{f

Dr-Jonathan-Digby-Bell-(Eastern-services,-2021)-has-
clinical-interests-in-inflammatory-bowel-disease,-
intestinal-ultrasound-and-faecal-transplantation-and-
research-interests-in-personalised-IBD-care.j

. ————Heading 3
HEPATOLOGISTSY

Dr-John-Christie-(Eastern-services,-2001)-is-the-lead-
for-hepatology.-He-is-also-the-department’s-lead-for-the-
University-of-Exeter-Medical-School-undergraduate-
teaching-programme.{

Bold

Dr-Ben-Hudson-(Eastern-services,-2018)-has-an-
interest-in-advanced-liver-disease-and-research,-and-
leads-the-BASL/BSG-end-of-life-specialist-interest-
group.-He-is-training-lead-for-the-department.{

Dr-Lin-Lee-Wong-(Eastern-services,-2018)-is-a-
hepatologist.-She-was-research-fellow-for-the-UK-AlIH-
national-study-and-has-clinical-interest-in-autoimmune-
liver-disease.-She-currently-leads-the-primary-biliary-
cholangitis-operational-delivery-network-(PBC-ODN)-
meeting-for-East-Devon-and-is-the-local-P|-for-the-
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Headings are numbered as Column Heading 1, Heading 2, Heading 3, as the

screenshot above.



Paragraphs are set to have a gap between them. If you do not want to have
any gap, for example the contact name and tel number,
use soft return — Shift+Enter.

Instead of:
Name (Enter)

Tel:

Do:
Name (Shift+Enter)
Tel:

How to save as a PDF
Once the pack is approved, you will need to save it as a PDF.

Go to File menu, then Save as

Select the location where you want to save

Select ‘PDF’ from the Save as type: dropdown menu
Select ‘Minimum size’ from ‘Optimize for:’ options
Click Save

Please send the final PDF along with the approved ATR to the Medical
Staffing team via email.



