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	POSITION DESCRIPTION


	Position Title:
	Cellular Therapies Facilities Coordinator 
	
	HOSPITAL VALUES

Commitment

Accountability

Respect

Excellence

Service



	Employment Status & Hours:
	Temporary Full Time                          
	
	

	Contract End Date 

(if relevant):
	2 year contract 
	
	

	Department & Cost Centre:
	Gene Therapy Research Unit / 691937
	
	

	Program / Division:
	Kids Research Institute                           
	
	

	Reports To:
	CCGT Facility Director
	
	

	Award:
	Health Manager's (State) Award
	
	

	Classification:
	Health Services Manager
	
	

	Grade/Level:
	Level 3/Level 4
	
	

	If new position, specify grading approval
	
	
	

	Employment Screening
	Does the position primarily involve direct contact with children? (ie face to face)  No

	
	

	Risk Categorisation for Occupational Assessment, Screening & Vaccination Against Specified Infectious Diseases


	Category B:

No contact with clients or blood or body substances. 

Department Head Approval:  Ian E Alexander 10/11/09
Department Head is required to review and determine the risk categorisation for the position. Further information is available at:

www.health.nsw.gov.au/policies/pd/2007/PD2007_006.html. 
	
	


[image: image1.png][image: image2.jpg]
The Children’s Hospital at Westmead participates in the Western Child Health Network. This involves collaboration regarding service improvements and sharing of resources, such as education and expertise. Staff rotations and secondments may occur 
SCOPE OF POSITION

The Westmead Research Hub Centre for Cell and Gene Therapy (CCGT) is a newly formed entity comprising two (soon to be three) cell production facilities that undertake routine and research based cell production. Processes include haemopoietic stem cell production for transplantation, pancreatic islet cell production for transplantation, preparation of T cells for immunotherapy and therapeutic gene transfer to cells prior to infusion. We are seeking an individual with experience in cell production to oversee the operation and strategic development of the combined entities that make up the Hub Centre. This position is an integral part of the newly established cellular therapeutics platform on the Westmead campus. The Centre comprises 4 specialised clean rooms within two hospitals on the Westmead campus with a third facility on campus currently being planned.
The Facilities Coordinator will be responsible for the overall operation of the existing cell therapy infrastructure and will facilitate expansion, access and an increase in the profile of the Centre. A major component of the position is to attract and co-ordinate the use of the facility by interested third parties from industry or elsewhere within the health system. 
The Facilities Coordinator will work along-side a quality management team responsible for implementing a GMP compliant framework for cellular therapies across the Westmead campus.  The position will report to the Facility Director and involve extensive liaison with current and future users of the Centre. This position involves establishing effective, collaborative working relationships across the campus. 

ACCOUNTABILITIES

Role
The Facilities Coordinator will be responsible for the overall operational management of the Hub Centre for Cell and Gene Therapy (CCGT).  This encompasses a range of technical, strategic, management and  operational roles.

Technical:

· Manage the ongoing maintenance and any construction required for renovations or development of new facilities

· Liaise with Centre partners to coordinate the annual shutdown of the Centre for compliance purposes

· Develop and manage the Risk Management Plan for the Centre in accordance with the requirements for each partner

· Implement all policies, systems and procedures as recommended by the Quality Management Team and approved by the Steering Committee to ensure GMP compliance
Strategic:
· Facilitate the development of cellular therapeutics across the Westmead campus
· Promote the Westmead Research Hub as a state and national centre for cellular therapeutics in consultation with the Steering Committee
· Ensure the ongoing expansion and continued coordinated use of the Centre by both current and future users
· Develop and implement a strategic plan for the Centre in consultation with the Steering Committee

· Develop a culture that supports the integration of planning, prioritisation and strategic resource allocation

· In consultation with current users lead the planning of the future facility requirements

· Act as the Westmead Research Hub liaison between partners on all matters

· Develop and submit Business Cases for submission with regards to future infrastructure expansion in consultation with the Steering Committee


Management:

· Lead the Business Development activities associated with attracting external users of the facility

· Management of all aspects of the CCGT Steering Committee activities including:  Acting as Minute Secretary to the Committee and Coordinating meeting schedules, agenda preparation and minutes circulation

· Develop and submit funding proposals as required 

· Manage the day to day operation of the Centre

· Ensure provision of necessary resources to the Quality Management Team as appropriate

· Ensure the facilities are compliant with all relevant National regulations.
· Develop communication and promotional plans including materials for a website and presentations to external and internal parties


Financial & Operational:

· Ensure the facilities are able to comply and continue to comply with all government regulations and conformance to all specific codes of practice for such a facility.

· Develop and implement policies, processes and procedures associated with the smooth operation, including but not limited to facility access, project prioritisation, initiation and termination, in consultation with the Steering Committee

· Develop and implement an operational & financial plan that identifies new funding opportunities and leverages the financial support for the Centre that delivers a cost recovery model.

· Provide monthly reports to the Steering Committee that include the performance of the Centre against key performance targets including financial management, new business development and compliance with accreditation

· Prepare for approval by the Steering Committee all reports required by funding agencies

Performance criteria

1. Timely development and implementation of a strategic plan for the Centre for Cell and Gene Therapy

2. Effective management and reporting of all operational and financial matters on behalf of the Centre

3. Effective coordination of CCGT Steering Committee activities.
4. Development and maintenance of all communication and promotional material for the Centre to provide public and third party access to information about the Centre’s activities.
5. Attendance and promotion of the Centre at relevant cell and gene therapy meetings and conferences and within relevant forums for industry and the health sector
6. Effective delivery of the Business Development activities associated with attracting external users of the facility

7. Successful completion of renovations to upgrade existing facilities on time and on budget
8. Successful implementation of all policies, systems and procedures recommended by the Quality Management Team to ensure GMP compliance

9. Effective management of the Risk Management Plan
QUALITY MANAGEMENT

Employees:

Participate in quality activities. Take part in discussions with consumers about the delivery of services where appropriate

HUMAN RESOURCE MANAGEMENT
General 
Employees:

Are required to oversee the orientation of external users of the Centre and monitor their activities to ensure compliance with OH&S requirements.
Equal Employment Opportunity  

Employees:

Are required to be familiar with and comply with EEO policies. Staff who become aware of or suspect any inequity in the Hospital either in employment or service delivery, are requested to report the matter to their manager and/or supervisor or the Aboriginal Employment and EEO Coordinator.
Occupational Health Safety & Rehabilitation 

Employees:

Take care for the health and safety of yourself and others at work. Cooperate with Department Head’s and supervisors in their efforts to provide a safe working environment. Do not intentionally or recklessly interfere with or misuse anything provided in the interests of health and safety. Report to managers and/or supervisors any hazards in the workplace or any unsafe work practices. Comply with the NSW Health Infection Control Policy (as amended from time to time)
Occupational Assessment, Screening & Vaccination Against Specified 

Infectious Diseases & TB Screening
Employees:

Comply with the assessment, screening and vaccination requirements of NSW Health Policy Directive (PD2007_006) - Occupational Assessment, Screening & Vaccination Against Infectious Diseases. Maintain your own assessment, screening and vaccination records and have them available as required. Present yourself for re-assessment if you transfer within the organisation and there is the possibility that the risk categorisation has changed. Must comply with this occupational assessment, screening and vaccination policy and cannot undertake employment or clinical placement within health facilities unless you can demonstrate complete protection against all the specified infectious diseases and have documentation of your TB status in accordance with NSW Health Policy Directive PD2007_006).

CHILD SAFETY & PROTECTION

CHW believes children should be as safe in Hospital as their own home.  We employ a range of methods to ensure that child safety is reviewed and acted upon at every level of the Hospital.  Our safety reviews are to create a safe child culture in an environment of learning and improvement.

As an employee you are expected to:

· Report safety concerns via the ‘Safety at Kids” electronic reporting system, which is located on your computer in the Novell application start up screen.

· Work in a spirit of partnership and open communication with the parents, their families, and our staff so that, when things go wrong, we can work together to prevent similar events from re-occurring.

Employees:

Be familiar with CHW Child Protection Policy and Procedures. Report all allegations of suspected child abuse and neglect by a health employee. Be familiar with the process of assessing and reporting suspected cases of child abuse and neglect to the Department of Community Services. 

LEARNING AND DEVELOPMENT

PERSONAL AND PROFESSIONAL

Organisational Requirements
I undertake to:

· Be orientated to the Hospital via the Formal Orientation Program (Part A) and a Department Program (Part B) within two months of employment.

· Attend Fire Training yearly.

· Attend ALL Child Protection Training required for this position.
SELECTION CRITERIA

1. Relevant tertiary qualifications or equivalent experience in health care / pharmaceutical / engineering
2. A sound understanding of, or experience with, the production of cell based products

3. Demonstrated project management expertise

4. Demonstrated ability to develop effective, collaborative working relationships and partnerships at all levels in a complex organisation environment with multiple stakeholders including experience in facilitation and negotiation
5. Demonstrated ability to determine situational needs, drive process and deliver practical solutions / outcomes with a ‘hands-on’ approach.

6. Excellent communication skills, both verbal and written, including reports, business plans and agreements.

7. Experience in preparation of funding submissions and financial management
8. High-level of IT literacy, particularly in databases, document control and web-based programs.

9. Sound understanding of risk management and compliance issues; and an ability to grasp and articulate complex technical and commercial issues
10. Exposure to and understanding of the regulatory framework surrounding the use of human cells and tissues in Australia including GMP
JOB DEMAND ASSESSMENT

Assess the following physical demands of job tasks for the position and indicate the frequency of each task by inserting the “X” symbol in the relevant column.  Delete this text after Job Demand Assessment is complete.
	Frequency Definitions


O (Occasional) 
– Activity exists up to 1/3 of the time when performing the task

F (Frequent) 
– Activity exists between 1/3 and 2/3 of the time when performing the task.

C (Constant) 
– Activity exists more than 2/3 of the time when performing the task.

R (Repetitive) 
– Activity involves repetitive movements.
N/A                         – Not Applicable.


	Job Demands
	Description
	Frequency

	
	
	 O
	  F
	 C
	 R
	N/A

	PHYSICAL DEMANDS


	Kneeling/Squatting
	Tasks involve flexion/bending at the knees and ankle, possibly at the waist in order to work at low levels
	
	
	
	
	X

	Leg/Foot Movement
	Tasks involve use of the leg and or foot to operate machinery
	
	
	
	
	X

	Hand/Arm Movement
	Tasks involve use of hands/arms – eg stacking, reaching, typing, mopping, sweeping, sorting, and inspecting.
	
	X
	
	
	

	Bending/Twisting
	Tasks involve forward or backward bending or twisting at the waist.
	
	
	
	
	X

	Standing
	Tasks involve standing in an upright position without moving about
	
	
	
	
	X

	Driving
	Tasks involve operating any motor powered vehicle
	
	
	
	
	X

	Sitting
	Tasks involve remaining in a seated position during task performance
	
	X
	
	
	

	Reaching
	Tasks involve reaching overhead with arms raised above shoulder height or forward reaching with arms extended.
	
	
	
	
	X

	Walking/Running
	Tasks involve walking or running on even surfaces
	
	X
	
	
	

	
	Tasks involve walking on uneven surfaces
	
	
	
	
	X

	
	Tasks involve walking up steep slopes
	
	
	
	
	X

	
	Tasks involve walking down steep slopes
	
	
	
	
	X

	
	Tasks involve walking whilst pushing/pulling objects
	
	
	
	
	X

	Climbing
	Tasks involve climbing up or down stairs, ladders, scaffolding, platforms, trees
	X
	
	
	
	

	Working at heights
	Tasks involve making use of ladders, foot stools, scaffolding, etc. anything where the person stands on an object other than the ground.
	
	
	
	
	X

	Lifting/Carrying
	Tasks involve raising/lowering or moving objects from one level/position to another, usually holding an object within the hands/arms
	
	
	
	
	X

	
	1.  Light lifting/carrying (0-9 Kg)
	X
	
	
	
	

	
	2.  Moderate lifting/carrying (10-15 Kg)
	
	
	
	
	X

	
	3.  Heavy lifting/carrying (16 Kg and above)
	
	
	
	
	X

	Restraining
	Tasks involve restraining patients/clients/others
	
	
	
	
	X

	Pushing/Pulling
	Tasks involve pushing/pulling objects away from or towards the body.  Also includes striking or jerking.
	
	
	
	
	X

	Grasping
	Tasks involve gripping, holding, clasping with fingers or hands.
	
	
	
	
	X

	Manual Dexterity
	Tasks involve fine finger movements – ie keyboard operation, writing.
	
	X
	
	
	

	SENSORY DEMANDS 


	Sight
	Tasks involve use of eyes (sight) an as integral part of task performance – eg looking at screen/keyboard in computer operation, working in dark environment, interpreting x-ray film
	
	
	X
	
	

	Hearing
	Tasks involve working in a noisy area – eg boiler room, workshop and/or operation of noisy machinery/equipment
	
	
	
	
	X

	Smell
	Tasks involve the use of the smell senses as an integral part of the task performance – eg working with chemicals
	
	
	
	
	X

	Taste
	Tasks involve use of taste as an integral part of task performance
	
	
	
	
	X

	Touch
	Tasks involve use of touch as an integral part of task performance
	
	
	
	
	X

	PSYCHOSOCIAL DEMANDS


	
	Tasks involve interacting with distressed people
	
	
	
	
	X

	
	Tasks involve interacting with people with mental illness/disability
	
	
	
	
	X

	Exposure to Chemical Hazards


	Dust
	Tasks involve working with dust – eg sawdust
	
	
	
	
	X

	Gases
	Tasks involve working with gases
	
	
	
	
	X

	Fumes
	Tasks involve working with fumes – ie, which may cause problems to health if inhaled.
	
	
	
	
	X

	Liquids
	Tasks involve working with liquids which may cause skin irritations if contact is made with skin – eg dermatitis
	
	
	
	
	X

	Hazardous Substances
	Tasks involve handling hazardous substances including storage and or transporting.
	X
	
	
	
	

	Working Environment


	Lighting
	Tasks involve working in lighting that is considered inadequate in relation to task performance – eg glare 
	
	
	
	
	X

	Sunlight
	Exposure to sunlight
	
	
	
	
	X

	Temperature
	Tasks involve working in temperature extremes – eg working in a cool room, working outdoors, boiler room
	
	
	
	
	X

	Confined Spaces
	Tasks involve working in confined spaces
	
	
	
	
	X

	Accident Risk


	Surfaces
	Tasks involve working on slippery or uneven surfaces
	
	
	
	
	X

	Housekeeping
	Tasks involve working with obstacles within the area – bad housekeeping
	
	
	
	
	X

	Heights
	Tasks involve working at heights below knee level and/or above shoulder height.
	
	
	
	
	X

	Manual Handling
	Tasks involve manual handling tasks
	X
	
	
	
	

	Biological Hazards


	Biological Products
	Tasks involve working with blood/blood products/body fluids
	
	
	
	
	X

	Additional job demands that are specific to this position: 


	


As the occupant of this position, I have read, understand and agree to fulfil the requirements contained in the Position Description. I understand that other duties (within the scope of my calling) may be directed from time to time and that I may be required to work in any area under the jurisdiction of The Children’s Hospital at Westmead. The Children’s Hospital at Westmead supports NSW Health’s Smoke Free Health Service Policy by prohibiting staff, patients and visitors from smoking within the hospital buildings and hospital vehicles.     I agree to make myself familiar with and observe NSW Health Department and The Children’s Hospital at Westmead's Laws, Rules, Regulations, Policies and Procedures, as amended from time to time.
Name of Occupant (Print): 

Signature of Occupant:




Date:

Signature of Manager:




Date: 







HOSPITAL MISSION





The Children’s Hospital at Westmead will strive for excellence & build on our strengths as leaders in clinical care, research & education with an emphasis on:


- Balancing our role in providing high quality tertiary & quaternary care with our primary & secondary commitments to the community


- Chronic and complex care


- Building partnerships





HOSPITAL VISION








HEALTH CHILDREN 


FOR A HEALTHY FUTURE
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