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POSITION DESCRIPTION

Organisational Vision: 
Health New Zealand - South Canterbury  is committed “to enhance the health and independence of the people of South Canterbury”

Organisational Values: I CARE
· Integrity
· Collaboration
· Accountability
· Respect
· Excellence

	
POSITION:	RMO Manager


	
REPORTS TO: General Director of Operations (GDO) – South Canterbury ( temporarily while the operational structure is being confirmed ) 


	
PURPOSE:

The RMO Manager will be a key member of the Clinical Services & Chief Medical Officer (CMO) within Health New Zealand - South Canterbury. 

In collaboration with the GDO & Chief Medical Officer, act as the key driver for the effective delivery of medical care by House Officers across Health New Zealand - South Canterbury to meet the needs of patients and clinical services and is delivered within budget parameters.  This role is instrumental in supporting SCDHB to become an effective customer driven, safety conscious, quality service, professional and performance oriented organisation supporting the needs of the local community. 


	
AREAS OF RESPONSIBLITY: Resident Medical Officers 



	FUNCTIONAL RELATIONSHIPS:

Internal Relationships:	
· Director of Operations /Chief Medical Officer
· Mental Health Manager
· Clinical Resource Manager
· Prevocational Educational Supervisors
· Senior Medical Staff
· Clinical Directors, Clinical Nurse Managers and Unit Managers
· Organisational Capability & Safety team                                                  	

External Relationships:	
· Resident Doctors Association (RDA)
· Specialty Trainees of New Zealand (SToNZ)
· Medical Council of New Zealand
· Te Whatu Ora -  across NZ 
· Immigration NZ
· Recruitment  Agencies
· Kiwihealthjobs/ACE


	
Hours of Work:  	        Full - Time (1.0FTE) , 
                                               Usual business hours between 08:00 – 18:00 Monday to Friday	
 

	Principal Objectives
· Completion and/or coordination of RMO Rosters and RMO activity
· Facilitation of internal communication channels and maintenance of positive relationships with RMOs, Clinical Services staff and external organisations
· Management of the recruitment process of all RMOs ensuring all processes are effective, efficient and timely
· Liaising with recruitment agencies in regards to short and long term placements 
· Coordinate the ACE road show and matching process for Health New Zealand South Canterbury 
· Management of RMO Budget 
· Work in close partnership with CMO and Prevocational Educational Supervisors regarding recruitment & selection, run allocation, supervision reporting requirements, internal & external training allocation, and performance management of RMO’s.  Liaise as necessary with other SMO’s regarding RMO run supervision requirements and leave management





	Completion and management of and/or coordination of RMO Rosters 
	· Completion of RMO roster compliant with the RDA and SToNZ Collective Agreements and Health New Zealand standards
· In collaboration with clinical services, manage planned leave/short notice leave for RMOs
· Completion of maintenance payroll forms advising of changes and late payments and ensuring timesheets are validated prior to pay run

	Administration of regular run changes for RMOs
	· Coordinate activities to do with the regular change of run allocations for RMOs including advising relevant staff of the changes, and the completion of maintenance forms and data for payroll systems

	Allocation of RMO runs


	· In association with CMO &/or Prevocational Educational Supervisors, assess and coordinate the process of determining the run allocations for RMOs, ensuring appropriate experiences are provided for so that RMOs are eligible for general registration with the Medical Council of New Zealand. Maintain an accurate record of runs allocated to RMOs

	Relationships
	· Develop positive and meaningful relationships with RMOs and develop channels of communication with the relevant education supervisors, Unit Managers, Clinical Directors, Clinical Service Managers and continually network with external organisations such as Medical Council, Department of Immigration and Recruitment/Locum Agencies.

	Information Management 
	· Assist RMOs with information on training opportunities available in NZ
· Assist with the workforce planning of RMOs by providing timely information on upcoming staffing/vacancies and support needs

	Financial Management
	· Oversee RMO operational budget (including Locum coverage costs),  RMO training expenditure, payroll/MECA costs  and work within delegated authorities when managing RMO related expenditure
· Take corrective action and/or seek guidance from Director Clinical Services/CMO &/or Operational Lead when budget variances are looking to exceed accepted parameters    

	Recruitment of RMO’s 
	· Receive and track all applications from prospective RMOs, (either directly, or via ACE &/or Agency referral). Identify those who meet the necessary criteria and collaborate with CMO and/or Prevocational Educational Supervisors in regards to candidate suitability
· Coordinate reference checking with Clinical Directors, Interim Operational in accordance with Health New Zealand policy and where applicable Medical Council and other Professional Registering Boards of New Zealand requirements
· Plan for and coordinate the orientation week each November for PGY1 employees and any other new staff
· Assist services to arrange telephone interviews with potential candidates where applicable  
· Completion of letters of offer and other employment documentation in accordance with Health New Zealand  requirements
· Provide information to services and candidates in regards to New Zealand Medical Council and New Zealand Immigration processes
· Ensure all relevant New Zealand Medical Council and/or New Zealand Immigration documentation is completed by candidates, Health New Zealand South Canterbury staff (and Agencies where applicable) 
· Process all approval to appoint forms and oversee completion of Health New Zealand South Canterbury payroll forms
· Where appropriate liaise with agencies and negotiate appropriate fees
· Maintain a list of prospective candidates
· Coordination of vacancy advertising for RMOs 
· Liaise with local HR team to align with the national vacancy approval process 
· Respond to un-solicited employment enquiries
· Ensure creation of personal files with HR Admin Support
· Effectively manage the resignation process of RMOs 

	Liaison with agencies for the placement of temporary or permanent RMO or Support Services staff
	· Liaise with services and agencies in regards to the temporary placement of RMOs or contracted Support Services staff
· Liaise with agencies to ensure all appropriate documentation has been completed
· Ensure all locum RMOs are provided with appropriate orientation information, meet mandatory requirements, and ensure they are provided with appropriate accommodation and   IT & security access and pager

	Orientation of RMOs
	· Ensure RMOs new to SCDHB receive an appropriate level of orientation to all relevant facets of the organisation, and allocate time for appropriate ward/service based orientations
· Ensure all mandatory requirements such as MRSA clearance VCA, Police and Occupational Safety and Health checks are carried out prior to the RMO starting

	Liaison with Medical Council of New Zealand
	· Where appropriate maintain contact with Council staff ensuring all necessary information has been received from a candidate
· Act as an intermediary in the event Council requests additional information or clarification
· Assist RMOs in applying for general registration
· Follow up on MCNZ Supervision Requests

	Registration and insurance requirements
	· Liaise with HR Admin Support in maintaining records of RMOs who have provisional general registration and who require ongoing supervisory reports
· Oversee HR Admin Support in providing copies of supervisory reports to Senior Medical Staff for completion and ensure the timely return of these
· Maintain list of Medical Indemnity Insurance information for  Resident Medical Officers thereby ensuring staff are fully insured
· Provide the appropriate application forms and information to staff wanting to join group scheme. Receive and code invoices for payment from group scheme insurers 
· Inform those whose Annual Practising Certificates are about to expire in regards to this. Monitor the payable refunding of APC’s to ensure that these certificates are renewed

	Attendance and administration of Health New Zealand South Canterbury  representation at the Annual Trainee Intern Roadshow
	· Attend and administer the process so that suitable RMO representatives from Health New Zealand South Canterbury  co-attend the annual trainee intern Roadshow to assist with promoting RMO roles in South Canterbury.
· Administer travel accommodation and equipment required for attendance

	Administration of ACE processes
	· Collaborate with ACE representatives in regards to this annual process including applicant preparation, meeting arrangements and data entry

	Administrative Duties
	· Coordinate the document protocol and policies for the support of RMOs
· Coordinate reimbursement of RMO expenses, arrange approval and give advice on entitlements within delegated authority 
· Attend daily RMO handover, monthly RMO related meetings and participate in National RMO Coordinators Group and ad hoc meetings
· Action invoices for payment  as necessary and maintain an accurate record including processing of RMO information for HWNZ funding
· Liaise with accommodation support regarding the allocation of rental properties 
· Prepare and submit reports as requested by national recruitment leads 
· Attend local and national meetings in relation to national recruitment policies
· Follow national directives for recruitment

	HR related activity
	· Provide advice or guidance regarding RMO Employment Terms & Conditions, on RMO staff management related issues and/or on RMO processes and MECA interpretation
· Support CMO and Prevocational Educational Supervisors , MCNZ mentors and or SMO supervisors on performance management guidance &/or with Disciplinary issues and assistance with change management as per organisational policies
· When it is indicated as necessary will participate in Organisational Capability team meetings 

	
Quality Improvement

	· Adheres to the organisational quality and risk framework and associated processes.
· Demonstrate a positive personal commitment to the culture of continuous quality improvement by ensuring quality values are integrated into personal daily practice.
· Ensures any breaches of conduct or clinical standards failure are investigated through a fair and open process with appropriate action taken.
· Encourages a culture of learning and looks to share information that could educate clinical service providers.
· Completes investigation and resolution of issues identified by reviews or investigations conducted by the Coroner’s Officer, Commissioners or regulatory bodies.
· Works actively with SLT to maintain hospital Certification

	
Health & Safety

	· Drives a health and safety culture throughout areas of responsibility ensuring that a culture of active participation and engagement is embedded.
· Drives the accountability of providing a safe workplace through all levels in areas of responsibility.
· Implements a risk management approach that ensures risks are understood and continually reviewed to ensure the controls are in place.  Creates a culture of risk management around safety.
· Implements the recommended health practices to ensure a pro-active approach is taken to the health of the workforce.
· Implements the health and safety policies, procedures, guides and related systems to ensure alignment with the Health & Safety and Work Act 2015 and associated regulations.

	
Performance Appraisal
	
· demonstrate active preparation and participation in your own performance appraisal 
· Assist Prevocational Education Supervisors in coordination of performance appraisals and peer reviews of RMO’s as requested within a specified timeframe
· act on recommendations arising from performance management, enlisting support of appropriate personnel where appropriate


	
Personal and Professional Development
	
· assume responsibility for your own professional development by maintaining relevant knowledge and skills for their area of practice
· attend and/or contribute to in service education programmes
· in conjunction with their Director at their annual performance appraisal undertake a regular review of objectives and identification of training and development needs
· quickly responds to requests, ideas and suggestions, taking appropriate action that facilitates cooperation and trust
· maintains a high level of personal motivation for work despite problems, changes, or daily work demands

	
Legislation and Organisational Knowledge
	
· ensure compliance with New Zealand statutory laws
· comply with organisation wide and service specific rules, code of conduct,  policies, protocols and procedures including documentation 

understand and demonstrate the ability to apply the following legislation:
· Privacy Act
· Health and Disability Commissioners Act
· Health & Safety in Employment Act 
· Parental Leave Act
· Employment Contracts Act

understand and demonstrate the ability to apply the
· Treaty of Waitangi Principles
· Disciplinary Policy and Code of Behaviour


	TREATY OF WAITANGI
TE TIRITI O WAITANGI
	· Comply with obligations under the Treaty of Waitangi, giving effect to the principles of Partnership, Participation and Protection.
· Ensure service provision accounts for the cultural needs of clients & family/whanau as appropriate

	Person Specification

EXPERIENCE:
· Proven experience in an operational management role with proven skills in managing a complex operational service and rostering.

SKILLS AND ABILITIES:
· Integrity and high personal and professional standards.
· Ability to work at an operational level and be agile in decision making.
· Is prepared, individually and collectively to experiment with new thinking, generate new ideas and pilot new insights.
· Demonstrates an in-depth understanding of personalities and behavioural styles in order to work collaboratively with a variety of people at all levels. 
· Has a sense of urgency around the work agenda and the ability to engage directly in its delivery and produce results.
· Is actively connected with key stakeholders building and sustaining strong trusting relationships. 
· Leadership skills, including highly developed skills in communication, problem solving, conflict resolution and negotiation.
· Proven financial management skills, with demonstrable track record of managing budgets effectively.
· Experience in developing, monitoring and operating clinical rosters and daily workforce allocation.
 



The intent of this position description is to provide a representative summary of the major duties and responsibilities performed by staff in this job classification.  A Staff Member may be requested to perform job related tasks other than those specified.	

Agreed by:


 ----------------------------------------------------  (Job holder’s signature)



-----------------------------------------------------  (Employer’s signature) -------------------- Date  

Date Reviewed: April 2023 			Reviewed by: R Mills 		Next Review: 

Note:

This is only a proposed Job Description and any amendments required will be made and the Job Description finalised after all structure changes are confirmed.

The precise performance measures for this position will require further discussion between the job holder and designated Director.
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