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TEMPLATE JOB DESCRIPTION
for 
BAND 4 FRACTURE 
LIAISON SERVICE COORDINATOR

This job description is shared as an example from an existing Fracture Liaison Service team and is intended to support the development of similar roles within your organisation. It can be adapted to meet local needs.
 
Please note that not all content or sections in this job description will be relevant in every context. Sections that require customisation are marked with [XXXX] throughout the document.

The four nations of the UK
We have tried to edit the text to make it applicable across NHS organisations in England, Northern Ireland, Scotland and Wales.  From time to time, it may refer to a document that does not apply in all countries, for example, the NICE guidance.  You will need to edit and / or add text that is relevant to your health system.

Consult your local business or service manager to obtain the correct template, as there may be more than one type.

If you have any feedback, feel that something is missing, or would like to provide additional information, please contact us at FLS@theros.org.uk.











Band 4 Fracture Liaison Service Coordinator 

	Job Title:
	 Fracture Liaison Service Coordinator

	Grade:
	 Band 4

	Managerial Reporting Responsibility:
	 FLS Specialist Practitioner

	Professional Reporting Responsibility:
	


	Job Purpose:
	
This post is responsible for supporting the Fracture Liaison Specialist Practitioners in developing and monitoring the pathways of care for patients aged 50 and over who have sustained fragility fractures.

Other key responsibilities include organising and attending the FLS monthly meeting, tracking and telephoning patients as per the fracture prevention pathway and protocol, to identify the first fracture to prevent the next.

The post holder will ensure high levels of patient and clinician satisfaction by being an accessible, customer-focused and knowledgeable point of contact. To provide a consistent approach across the [Your Health System], using Standard Operating Procedures (SOPs) to ensure that functions of the role are carried out correctly within given timescales.





Principal Responsibilities:

The role of the FLS Co-ordinator is integral to the Fracture Liaison Service as we develop and monitor the pathways of care for our group of patients. 
The post holder will have a pivotal role in enabling [Your Health System] to deliver a high standard of care and communication throughout the fragility fracture patient’s pathway. Effective tracking of the pathways will also facilitate the [Your Health System] in achieving Commissioning Parameters, NICE recommendations, and national standards of care for patients with fragility fractures. The post holder will have responsibility for the organisation of the FLS administration activity, working closely with the Fracture Liaison Specialist practitioners. The post holder will be responsible for the organisation and tracking of a defined group of patients across all departments to which they may transverse (Radiology, Rheumatology, Outpatients). These patients may need to be identified from other sources and tracked.  The post holder will also provide day-to-day intelligence about progress, troubleshooting blockages in patient pathways and providing proactive information in anticipation of potential problems, escalating as necessary.

The post holder will need excellent telephone manners for the FLS care pathway; they will be telephoning patients and tracking their progress as per the care set, and reporting any abnormality back to the service lead. 
 
The post holder is responsible for ensuring accurate information is electronically stored in a timely and coordinated manner. They will become an expert user of the FLS database and assist the specialist practitioners in the formulation of a yearly report, which is submitted to [Your Health System].

The post holder will work unsupervised for the majority of the time, but will be supported as necessary by the Specialist Practitioners.  The post holder should have the ability to work both in a team and independently. 


Main duties and responsibilities

· To provide a comprehensive, confidential administrative service to the Fracture Liaison Service that will require high levels of concentration in a busy working environment.  

· Oversee the organisation of [Your Health System] Fracture Liaison Service meetings.  Support the coordination, preparation, minutes and circulation of these meetings and other meetings as required. 

· Assist the Fracture Liaison Specialist practitioners to identify patients aged 50 and over who have sustained fragility fractures using department protocols after a period of intense training.  This process will be audited regularly.

· Be responsible for the accurate recording of the patient’s information onto the service’s database and maintain a worksheet of FLS activity for the purpose of overview and reference.

· Coordinate the Fracture Liaison Service Database, updating and amending as the service develops.  Liaise with Metabolic bone Clinic when amendments are required and facilitating the sharing of patient information across [Your Health System]. 

· Support the Fracture Liaison Specialist practitioners to produce clinical letters about patients and/or treatment recommendations to their General Practitioner.

· To deal with all enquiries responsively and professionally to ensure a positive image at all times. To liaise with all disciplines of staff, both within and outside the [Your Health System] to ensure that effective communications are maintained

· Liaise with a wide range of external organisations relevant to the role, e.g., ROS, RCPQI, or other NHS providers, to ensure that effective communications are maintained.

· Support the Fracture liaison specialist practitioners to produce the yearly performance reports required by the [Your Health System].

· To be responsible for incoming post, assessing priority and dealing with matters as appropriate, including initiating and replying to correspondence. To follow up on a wide range of issues arising from correspondence, meetings and other delegated tasks.  Often, negotiation and persuasion skills are required.

· Initiate and develop methods to promote the efficient running of the FLS, working closely with Specialists, Consultants, Secretaries and other key staff.

· Identify and interpret information contained in patient’s paper and electronic records, having discussed with the Fracture Liaison specialists, enter the information on to the FLS database to build a comprehensive record on each fragility fracture patient. 

· Work with the FLS leads, the Rheumatology Department, and divisional leads in identifying problem areas within individual pathways, escalating concerns in a timely and responsible fashion.

· Manage areas of the fragility fracture pathway, ensuring all parts of pathways of care are delivered promptly, for example, arranging diagnostic or treatment procedures to be expedited when booked outside of the treatment date, escalating as necessary.

· Act as an expert user of the FLS Database; this will involve providing training and support to other users within the team.

· Develop robust and effective communication channels with all departments and individuals relevant to the FLS covered both internally and externally.

· Attend and contribute to workshops/training courses organised by both internal and external bodies to expand both knowledge and skills.

· Develop a good working knowledge of anatomy, musculoskeletal terminology, types of fracture treatment, the drugs and medication used for treatment of osteoporosis, medical coding, radiology and pathology.

· Be fully conversant with all systems which hold patient information.  

Additions to Main Duties and Responsibilities

· To provide admin cover to identified colleagues and teams, ensuring continuation of services at all times.

·  To order and monitor stocks of stationery supplies and office equipment on behalf of the service.

· To organize individual and a range of meetings as directed (weekly, bi-monthly, monthly, quarterly) with other staff or departments This includes compiling the agendas and relevant paperwork and circulation of the papers, taking formal minutes, the circulation of minutes, uploading onto the intranet, following up actions and undertaking tasks as delegated by these groups.

· Preparing material, slides and presentations for meetings and conferences, using various software packages including spread-sheets.

· Continually monitor, refine and review office systems seeking opportunities for increasing the efficiency of the department working or areas where savings could be made.  Improve processes and working practices to the benefit of all (do the job – improve the job)

· Any other secretarial and PA tasks as required by the team on an ad hoc basis

· To ensure specific procedures are in place to maintain patient confidentiality in accordance [Your Health System] policies.

· To carry out other tasks as identified by the Fracture Liaison Service Lead to support the delivery of fracture prevention interventions across the organisation. In accordance with [Your Health System] policy, undertake an annual review of the post.

· Ensure adherence with all [Your Health System] policies


Ways of working and behaviours

The job holder will display the agreed behaviours of the Directorate and the [Your Health System] as encapsulated by the performance management and personal development documentation, and in particular, the [Your Health System] expects all staff to comply with all relevant policies and codes of conduct and to display the values of the [Your Health System]. The key purpose of this role is to deliver a 'world-class' service to the [Your Health System], and the job holder will be expected to deliver this level of service through personal conduct, personal responsibility and the following key characteristics


Policies and Procedures

The post is subject to the policies, practices, procedures and conditions of service determined by the [Your Health System]. The following is an extract of some of the major policies, and full details of all are contained on the [Your Health System] Intranet site. 

In the event of any circumstances arising where you are unsure of the correct course of action, you should (a) take advice from the relevant specialist within the [Your Health System], and (b) refer to the detailed procedures on the Intranet. 

Medical Questionnaire 

The appointment is subject to the completion of a satisfactory medical questionnaire which may involve a medical examination. You may also be required to undergo medical examinations in the future and/or at intervals stipulated by the [Your Health System]. 

Equality of Opportunity and Diversity 

The [Your Health System] operates an Equality of Opportunity and Diversity Policy and welcomes all persons without regard to age, ethnic or national origin, gender or sexual orientation, religion, lifestyle, presenting illness, marital or parental status or disability. It aims to ensure that no action taken on behalf of the [Your Health System] causes direct unlawful or unfair discrimination to any job applicant, employee or former employee.

Anyone who has responsibility for the work of others, for recruitment, appraisal or discipline, must ensure they are familiar with the relevant policies in order to uphold the principles and observe the detail. 

Information Security and Confidentiality 

Everyone who works for the [Your Health System] has a responsibility to comply with the Data Protection Act 1998 and Code of Practice on Confidentiality and Data Protection. You are expected to safeguard the confidentiality, integrity and availability of data, whether in computerised or manual systems or storage, especially, but not limited to information concerning individuals (patients, job applicants, members of staff etc) and commercially sensitive matters. 

[Your Health System] policies and statutory regulations must be followed. Breaches will result in disciplinary action which may result in dismissal. Regardless of any disciplinary action taken, a breach of confidentiality may also result in a civil action for damages. 

If you have a concern about improper conduct within the [Your Health System], you have a duty to disclose that, either by approaching an appropriate senior manager or the [Your Health System] Information Governance office.
 
Health and Safety at Work Act 

Every member of staff is required to take responsible care for the health and safety of themselves and other persons who may be affected by his/her acts or omissions at work. You are also required to co-operate with the [Your Health System] to ensure that statutory and departmental safety regulations are adhered to. 

Fire 

You must attend relevant training programmes as required in order to comply with agreed fire procedures and to take the appropriate action if the fire alarm sounds. 

Control of Infection 

The Trust has designated the prevention and control of infection and the full implementation of the Health Act (2006) as a core component in the organisation's clinical governance, managing risk and patient safety programmes. In consequence, all employees are expected to:- 

i) Follow consistently high standards of infection control practice, especially with reference to hand decontamination, adherence to dress/ uniform code, and for clinical staff, aseptic techniques. 

ii) Be aware of and follow all [Your Health System] infection control guidelines and procedures relevant to their work. 

iii) Participate in mandatory training and annual updates 

Smoking
 
i) Smoking is prohibited by law anywhere on [Your Health System] property - including buildings, car parks and grounds. 
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Fracture Liaison Service Co-ordinator band 4 job description

	Selection Criteria:
	Essential/ Desirable
	Measured By:

	Education/ Qualifications/ Training:

	High level of computer literacy. Experience in using Microsoft Office, including Word and Excel
	E
	A/I

	Excellent level of written and spoken English
	E
	A/I

	Evidence of recent practice in a specialist area
	E
	A/I

	Willing to undertake further training in a specialist area, including the Foundation Fracture Prevention Practitioner Training
	D
	I

	Experience:

	Significant experience working at band 3 level in an administrative role within the NHS
	D
	A/I

	Experience of using full range of IT systems and patient data systems including EPR and FLS-DB
	D
	A/I

	Experience in research database auditing and management
	E
	A/I

	Experience of scheduling outpatient appointments and/or admissions 
	E
	A/I

	Experience of working in a multi-disciplinary team
	E
	A/I

	Customer Care experience. Experience in handling patient complaints 
	E
	A/I

	Experience of supervising staff 
	D
	A/I

	Skills & Abilities

	Ability to communicate effectively with patients
	E
	A/I

	Excellent interpersonal skills with a particular ability to liaise effectively with multidisciplinary team members
	E
	A/I

	Ability to make decisions, organise and prioritise workload
	E
	A/I

	Demonstrates excellent teamwork
	E
	A/I

	Knowledge of quality issues. Ability to demonstrate motivation
	E
	A/I

	Manage and interpret data correctly to inform decision-making 
	D
	I

	Good knowledge of speciality-specific patient pathways 
	D
	A/I

	Excellent negotiating and influencing skills
	E
	A/I

	Experience of involvement in successful change management
	D
	A /I

	Other
	
	

	Passed fit by Occupational Health
	E
	A /I

	Able to work flexibly to meet service needs
	E
	A /I

	Excellent Time Keeping and Management
	E
	A /I

	


I =	Interview
A =	Application Form
R =       Reference

This job description is not exhaustive and will be subject to periodic review in association with the post holder.
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