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Human Tissue Authority
Regulation Manager
Job description
Job title
:
Regulation Manager

Salary
:
Band 4
Accountable to
:
Head of Regulation 

Contract
:
Permanent
Location
:
Finlaison House, 15 –17 Furnival Street, 
London EC4A 1AB

Introduction 
The HTA was established on 1 April 2005 under the Human Tissue (HT) Act, which extends to England, Wales and Northern Ireland. The HTA is an Executive Non-Departmental Public Body (ENDPB) sponsored by the Department of Health.

The Authority's Chair and members were appointed by the Secretary of State for Health. The Chair and half of the members are lay, with the remainder being professionals drawn from some of the groups who are affected by implementation of the HT Act.

The Authority is supported by an Executive and 67 staff.

The HTA has two principal statutory functions. The first is to inform the public and the Secretary of State for Health about issues within our remit. We fulfil this remit by issuing Codes of Practice including:

· consent

· donation of organs for transplantation

· post mortem examination

· anatomical examination

· removal, storage and disposal of human organs and tissue

· donation of allogenic bone marrow, peripheral blood stem cells and donor Iymphocytes for transplantation 

· public display

· import and export of human bodies, body parts and tissue.

We are also responsible for ethical approval of all transplants of solid organs from living people and of bone marrow from incapacitated adults and children.
The second of our principal statutory remits is to license and inspect the following sectors:

· anatomy

· post mortem services

· tissue for human application (see below)

· research

· public display

The HTA is also one of two Competent Authorities under the European Union Tissue and Cells Directive (EUTCD) for regulating establishments importing, procuring, testing, storing, and processing and distributing tissue for human application.

Job purpose

Based in the Regulation directorate, the Regulation Manager will report directly to a Head of Regulation.  Each Regulation Manager has four core roles (in order of priority):

· To lead inspections and investigations and make associated licensing decisions;

· To provide relevant advice and guidance to a broad range of individuals and groups;

· To lead (and contribute to) projects within HTA; and

· To lead the development and implementation of regulatory policy. 

Communication and working relationships

Internal contacts

To work collaboratively with colleagues in the Regulation Directorate and other directorates.  In particular, to report to a Head of Regulation on all issues within the scope of the post’s responsibilities. 

External contacts

To communicate clearly to our key stakeholders and to provide advice and guidance to those regulated by HTA about our systems and processes for inspection and licensing. 
To represent HTA at external events.

To work in partnership work with the Department of Health, Human Fertilisation and Embryology Authority, Medicines and Healthcare Products Regulatory Agency, CPA, Health and Safety Executive, Healthcare Commission and any other relevant agencies.

Key tasks and responsibilities

1. To lead inspections and investigations and make associated licensing decisions. 

· To lead and support inspections and investigations in all sectors across the UK, ensuring that all relevant standard operating procedures (SOPs) and guidance are followed;

· To make evidence-based, proportionate and defensible risk based licensing decisions; and

· To assess and monitor compliance with licence conditions, HTA Codes of Practice, licensing standards, and other HTA guidance.

2. To provide relevant advice and guidance to a broad range of individuals and groups.

· To provide clear, evidence-based advice and guidance in a variety of formats including professional presentations to a range of audiences (both within HTA and those we regulate);

· To share expertise with HTA staff; and

· Manage professional relationships with key stakeholders.

3. To lead (and contribute to) projects within HTA.

· To contribute to (and where necessary lead) projects within HTA ensuring effective management of the associated people and resources;

· To contribute to (and where necessary lead) the development and implementation of robust systems and processes for licensing, inspections, investigations and enforcement; and

· Contribute to the development of SOPs and the quality guidance manuals for all activities within the Regulation Directorate. 

4. To lead the development and implementation of regulatory policy.

· Work collaboratively with colleagues to review and evaluate the options available and present written papers to SMT and other groups as required.

Other responsibilities

· To matrix manage, project manage and line manage staff as required;

· To be a proactive member of the regulation team;

· To support the Heads of Regulation and the Director of Regulation as required; and

· To represent HTA on relevant matters as and when required.

Person specification 
Criteria
	Leading inspections and investigations and making associated licensing decisions
	Ability to:

Lead inspections and investigations and make evidence based licensing decisions;

Read and analyse large quantities of complex information and identify key issues;

Demonstrate good judgement and handling skills; and

Gather evidence to assess progress against agreed standards.
	Essential

Essential

Essential

Essential



	To provide relevant advice and guidance to a broad range of individuals and groups
	Excellent level of writing skills and the ability to clearly document and all aspects of their work;

Ability to communicate effectively with the public and professionals in a variety of formats; 

Ability to present to groups of people using appropriate visual aids.
	Essential

Essential

Essential



	Wider skills
	Ability to effectively manage resources and people as part of an inspection or project;

Ability to prioritise and organise work;

Ability to work effectively under pressure and handle disagreements positively;

Flexibility to work alone or as part of a team;

Experience of project management;

Experience of matrix or line management;

Experience of writing documents for publication; 

Experience of budget control.
	Essential

Essential

Essential

Essential 

Desirable

Desirable

Desirable

Desirable


Competencies

	Gaining awareness and understanding
	Level 3

	Creating effective solutions
	Level 2

	Understanding others
	Level 2

	Facilitating teamwork
	Level 2

	Developing people and capability
	Level 2

	Building relationships
	Level 2

	Inspiring confidence
	Level 3

	Compelling communication
	Level 3

	Achieving results
	Level 3

	Concern for quality
	Level 3


Guidance notes for completing your application

For this recruitment exercise, the Human Tissue Authority requires each candidate to provide an up to date Curriculum Vitae, a supporting statement which demonstrates how you meet the criteria and competencies outlined on the person specification, and a completed equality monitoring form.  
Your application should include:
1.
CV

The information on your CV should include:

· full name

· full Address

· contact numbers (daytime / mobile)

· current occupation 

· career history

· type and period of appointment

· remuneration paid

· details of any other work / experience undertaken outside of your main employment

2.
References

Please provide contact details including telephone number and email address of at least two referees from the past 5 years, one of whom must be your current or most recent employer. 

Your referees will not be contacted unless you are successful at interview.
3.
Supporting statement

Please ensure that you have read the job purpose, key responsibilities and person specification for the post, as stated on the job description. The person specification sets out the essential criteria and abilities you definitely need to do the job effectively, whilst the desirable criteria are qualities that would be an advantage for you to have, but they are not essential in order to do the job. 
In your supporting statement, it is essential to address all the criteria and competencies identified on the person specification. The supporting statement is used by the short listing and interview panel when assessing candidates.
Remember, we know nothing about you and rely on what you tell us, so it is important for your statement to actively demonstrate how your skills and experience meet each of the criteria and competencies. 

For example:

Essential experience:
Demonstrable experience of staff management

It is not sufficient just to state ‘I have managed staff’. It would be much clearer to state ‘I have managed a team of 5 staff over the last 3 years with full responsibility for recruitment, performance management (including annual appraisal), training and development and any employee relations matters, such as sickness absence management and disciplinary issues.’

The next section gives you some more information on our competency framework and the behaviours we are looking for. Again you should give us examples in your supporting statement to demonstrate how you exhibit the different behaviours. The examples could be through current or previous work, voluntary or community work, spare time activities, carer activities or training. We are not looking for more than a short paragraph on each one.
The person specification will identify the level of competency we are looking for; you need to demonstrate how you meet the competency at this identified level. 

For example (you would only need to give an example at the identified level): 
Facilitating teamwork

level 1

I have developed a system of back up cover with colleagues to ensure that one of us is always available to provide administrative support to important meetings. I ensure that my project/task progress notes and filing is up to date so others can readily understand and answer any questions as to where we are at on the project/task and what needs doing next, even if I am not there. 

Facilitating teamwork

level 2


I ensure that regular meetings are held to monitor progress on (x) project. I ensure that all relevant personnel are present and actively contribute to the discussion, bringing in specific expertise as required. For example on a recent policy project I invited an expert on equality and diversity to help us undertake an equality impact assessment. We have now put in place controls and actions which would mitigate any potential disadvantages and help promote access to the scheme by more women.

Facilitating teamwork

level 3

In support of a key organisational objective to promote employment from the local community, in particular certain disadvantaged groups, I set up a working group in partnership with the Employment Service, the London Development Agency, local voluntary groups and Surestart to develop and implement the ‘Training into Work’ programme at the Hospital. As a result of this initiative, demonstrating good teamwork across organisations, we have successfully placed 12 people through the scheme in the first six months.

4. 
HTA equality monitoring form 

Please complete this form and return; it will not be used for shortlisting purposes, other than to identify candidates with a disability.  All reasonable adjustments will be made for applicants with a disability who meet the essential criteria and are invited to interview.  
5. 
Where to send your application?
Please email your CV with references, supporting statement, equality monitoring form and declaration form to Vickie Evans at vickie.evans@hta.gov.uk
If you have any queries please contact the HTA on 020 7211 3400.
Competency based recruitment

What are competencies?
Competencies are generally defined as the behaviours that employees must demonstrate, or must acquire, in order to achieve high levels of performance.  Whilst objectives provide you with direction as to the outcomes you are expected to achieve, competencies provide direction as to the manner in which you are expected to achieve them.

HTA has a set of 10 core competencies, the behaviours that are valued, recognised and rewarded within the organisation. They underpin everything that we do, forming an essential link between individual and organisational performance. They are the ‘golden thread’ running through our recruitment, appraisal, training and development processes.  

Recruitment
For the purpose of recruitment, both technical requirements and competencies will be assessed.  

Technical requirements may include: 
· education/qualification 
· knowledge
· specific experience or skills
· other – e.g. an ability to travel as part of the job

The key behavioural competencies for this job are listed on the job description, and will be assessed against the attached summary of competencies.
Competency based interviewing

Through the interview process we will seek to gain evidence about how you demonstrate the key competencies or behaviours required for the job you are applying for.  You may draw upon your current experience or from previous roles or other relevant circumstances (this could include study, social activities or interests, caring for others, etc).  It is important that you focus on giving clear examples of how you work, rather than hypothetical answers, “I did”, rather than “I would”.  

Any questions?  

If you have any queries about the application process or the competency framework please contact vickie.evans@hta.gov.uk or call the HTA on 020 7211 3400.
Summary of competencies
	Competency
	What it means
	What happens if it is absent?

	Gaining awareness and understanding
	Gathering information to inform work and decisions
Creating a broad, rich knowledge environment within HTA in which information is shared and is continually sought, maintained and updated. Is curious for more information.
	Decisions made with inadequate information are likely to be ineffective or plain wrong.

Inward looking organisations – or people -  are overtaken by events

	Creating effective solutions
	Developing powerful ideas which solve problems

Links together ideas from different sources so as to create ideas which make a real difference. Creating and comparing options before taking decisions
	Ideas based on symptoms rather than causes do not last and lead to a climate of continuous turmoil. Ideas are implemented which prove to be flawed

	Understanding others
	Using open questions to find out what others are thinking and feeling

There is respect for people which leads to honesty and a full understanding of the issue and what needs to be done
	Real concerns are hidden until it is too late to resolve them. Frustration leads to low motivation and commitment.

	Facilitating teamwork
	Making the best use of the available resources by involving others

Facilitating discussion, finding common ground and raising the level of debate.  Particularly vital in cross-functional teams. This brings people and teams together to achieve results.
	People who can make a difference are not involved, reducing the chances of success.

Meetings are sterile, taking time but not producing agreed decisions

	Developing people and capability
	Ensuring that people are enabled to grow; and helping the organisation to learn also

A supportive and developmental environment exists that enhances the capabilities of people and enables them to realise their potential. 
	Development is not owned by the individual or happens only at lower levels. Formal training is not supported day to day and so lacks impact


Summary of competencies
	Competency
	What it means
	What happens if it is absent?

	Building relationships
	Creating relationships which bring mutual advantage

A full understanding of the needs of others leads to agreed solutions which last
	A focus on narrow, sectional interests leads to a climate of mistrust and constant challenge

	Inspiring confidence
	Makes decisions promptly and with confidence; makes others confident of success

People are positive and confident about the future. There is a ‘can – do’ spirit which overcomes ambiguity and change
	People lack the confidence to take necessary actions. They are defensive, protecting the current position rather than embracing change

	Compelling communication
	Giving clear information in a compelling form

Presentations and presentational materials are clear and interesting. Our enthusiasm and concern for our audience are conveyed through the way we communicate
	There is a poor understanding of what the organisation is and does. Audiences are left confused, restless or annoyed.

	Achieving results
	Planning and taking action; removing barriers to progress

People are committed to delivering. They know what to do. Barriers to performance are removed
	Confusion and muddle prevent projects succeeding. There is duplication of effort and delays in completion. People are not empowered and wait to be told what to do

	Concern for quality
	Managing standards of work and seeking continuous improvement

Projects have measurable targets which include quality and satisfaction. Progress is monitored and the results fed back to teams so that they can improve. People look for ways of doing things better
	People work hard but are not productive. Work might meet internal standards but fail to satisfy the client. Innovation is rare. The business lacks the data it needs for forward planning


Summary of levels of behaviour
Each competency can be displayed at 3 levels:

Level 1: behaviour which supports the immediate task

Level 2: behaviour which leads to higher quality results

Level 3: behaviour which creates a culture of excellence

Note: the behaviours are cumulative: level 3 implies that levels 1 and 2 are also demonstrated
	Behaviour
	Level 1
	Level 2
	Level 3

	Gaining awareness and understanding
	Enough info to do the job
	Wide info search
	Puts systems of info search in place

	Effective solutions
	Open to different ideas 

Solution meets immediate need


	Compares and contrasts options 

Solution links ideas to create stronger solution
	Puts systems in place to ensure options analysis 

Puts systems in place to find and adopt new ways of working

	Understanding others
	Listens with respect, asks for views
	Checks and explores feelings and beliefs
	Puts systems in place to find and update understanding of attitudes, beliefs etc.



	Facilitating teamwork

	Good team member
	Builds teams
	Puts systems in place to promote teamwork

	Developing people and capability

	Develops self
	Coaches and develops others
	Manages processes for developing people

	Building relationships
	Explains the benefits of proposals
	Demonstrates advantages to other party of proposal: aims for win – win


	Builds alliances which are mutually beneficial

	Inspiring confidence
	Takes decisions, acts with self assurance
	Makes others confident by demonstrating belief in success
	Creates positive and confident team by providing evidence of and celebrating success 

	Compelling communication
	Gives clear instructions and messages
	Uses memorable language, visual aids etc to make communication exciting
	Makes sure that all communications are not only clear and accurate but also memorable 



	Achieving results
	Makes plans so as to deliver good work on time
	Anticipates problems and works around them. Removes obstacles to own and team effectiveness
	Creates a sense of empowerment in which people know what is expected and have the skills and confidence to deliver



	Concern for quality
	Sets quality standards and ensures that good work is done
	Continually raises the quality bar; makes sure that customer satisfaction is achieved
	Puts in place systems which ensure that quality is maintained and enhanced both from the internal and the stakeholder’s viewpoint




HTA equality monitoring form
Job Title: Regulation Manager
The HTA has an equal opportunities policy which aims to ensure that no applicant receives less favourable treatment when applying for jobs, on the grounds of gender, marital status, race, colour, ethnic or national origins, sexual orientation, age, religion or disability, nor is disadvantaged by conditions or requirements which cannot be shown to be justified and relevant to the job.

In order to ensure that this policy is carried out, it is necessary for us to have some means of monitoring our recruitment and selection activity. We would therefore be most grateful if you would answer the following questions.

The information provided will be held confidentially in compliance with the Data Protection Act 1998 and will be used for the purpose of monitoring our recruitment and selection processes and identifying areas for improvement. 

Please return the completed form together with your CV and supporting statement.  The information you give will be held in confidence.  It will not be given to selection panels, or form any part of the selection process.

Name________________________________________________________

Please tick the appropriate boxes in all the categories
Ethnicity
(a) White
(d) Black or Black British

( British 
A1
( Caribbean 
D1

( Irish 
A2
( African 
D2

( Other European 
A3a
( Any other Black background 
D3

( Any other White background 
A3b

(b) Mixed
(e) Other ethnic groups

( White and Black Caribbean
B1
( Chinese 
E1

( White and Black African 
B2
( North African 
E2a

( White and Asian 
B3
( Arab 
E2b

( Any other mixed background 
B4
( Middle Eastern  
E2c


( Any other ethnic group 
E2d

(c) Asian or Asian British
( Indian 
C1

( Pakistani 
C2

( Bangladeshi 
C3

( Any other Asian background 
C4

Gender
( Male

( Female
Religion / Faith
For the purpose of guidance, all reference to religion and / or faith is taken to include the nine major world faiths, though observance of other faiths is not excluded.

( Baha’i 
( Buddhist 
( Christian 

( Hindu 
( Jain 
( Jewish

( Islam
( Sikh 
( Zoroastrian

( None
( Other, Please state ____________________

Disability
A disabled person is defined in the Disability Discrimination Act 1995 as someone who has a ‘physical or mental impairment which has a substantial and long term adverse affect on his/her ability to carry out normal day to day activities’.  This includes cases where the disability is controlled by medication or special aids.

Do you consider yourself to have a disability under the meaning of the Act? 

( Yes 
( No

If you have answered yes, please state the nature of the disability____________________________________________________________

______________________________________________________________________________________________________________________________________

Do you require any special facilities or arrangements at interview? (please specify) 

_________________________________________________________________________________________________________________________________________________________________________________________________________

Do you require any special adaptations or reasonable adjustments to perform your duties? (please give details)

_________________________________________________________________________________________________________________________________________________________________________________________________________
Age
Date of Birth 
__ __/__ __/__ __ __ __

Work Permits
Do you require a work permit / visa to work in the UK? 
( Yes 
( No

If yes, what current work permit / visa do you hold? ______________________________________________________________
______________________________________________________________

Is your current work permit / visa valid?
( Yes 
( No

Please state start and end date of valid visa:  Start_______
End _______

DECLARATION FORM - In Confidence

Before you can be regarded as qualified for appointment the HTA must be satisfied about your character.  Please read the notes below and complete and return this form.

Notes
· “Offence” in questions 1, 2 and 3 includes motoring, but not parking offences.

· If you give any information which you know if false, or if you withhold any relevant information, this may lead to your application being rejected or, if you have already been appointed, to your dismissal.  You need not give details of any conviction which is spent under the Rehabilitation of Offenders Act 1974.  Should you have any doubts as to whether or not a conviction is spent.  Before filling in this form you should seek advice from an appropriate person, e.g. a solicitor, the Clerk of the Court where you were convicted or a Citizen’s Advice Bureau.

· You must tell us immediately if you are charged with an offence after you complete this form and before you take up any job offered as a result of your application.

· You must sign and date this form.

· Answering “Yes” to any of these questions will not necessarily prevent you from being appointed.  Each case is considered on its merits. Please delete as applicable.
1.
Have you ever been convicted or found guilty of an offence by any Court, in the UK or abroad, or by any Court Martial?
YES / NO
2.
Are you on probation, on a conditional discharge, or ‘bound over’ after being charged with any offence? 
YES / NO
3.
Have you been charged with any offence which is still pending?
YES / NO
For questions 1, 2 and 3 you should include, as appropriate, details of the charge, the date and place of the Court hearing, the sentence or order of the Court and, if applicable, the name and address of your Probation Officer.  Please note that we reserve the right to obtain more details

If the answer to any of the above questions is YES, please give full details below.
_________________________________________________________________________________________________________________________________________________________________________________________________________
I declare that the information I have given in my application is, to the best of my knowledge and belief, true and complete.

Signature _________________________
Date: ___________________
Name
_________________________
