


Job Description and Personal Specification –Clinical Service Lead for Tracy James Hearing Ltd.

Job Title 
Audiology Clinical Service Lead

Job Purpose and Summary:

To lead and oversee the day-to-day clinical service at Tracy James Hearing Ltd, working closely with the Director and supporting the clinical and administration teams through leadership, training and effective management. You will undertake your own clinical duties with routine and complex clients, including paediatrics where applicable, while helping to develop the team and service as the business grows. You will play an important role in maintaining clinical excellence, exceptional patient care, professional and regulatory compliance, and sustainable business growth.

Key Duties and Responsibilities:
The role involves overseeing daily clinical operations, Lead, supervise and provide day-to-day management support to audiology and clinic support staff, supporting team development and business growth. You will support the maintenance of clinical excellence and regulatory and professional compliance and provide comprehensive hearing assessments and rehabilitation services.
Main Duties and Responsibilities 

Clinical 
· Perform comprehensive audiological assessments for adult and paediatric patients, including complex cases.
· Diagnose hearing loss and otological abnormalities using appropriate clinical procedures and equipment.
· Fit, programme, verify using real ear measurements, and maintain hearing aids / assistive listening devices.
· Provide counselling, advice, rehabilitation, and ongoing support to patients and their families.
· Develop individualised treatment and management plans.
· Maintain accurate and timely patient records in accordance with professional standards.
· Participate in complex case reviews, provide reports to professionals and work where possible on a multidisciplinary basis.
· Ensure adherence to infection prevention, safeguarding, and health and safety procedures.


Leadership & Management Responsibilities
· Lead, supervise, and support audiology and clinic support staff.
· Manage day-to-day clinic operations and patient flow.
· Conduct staff inductions, training, appraisals, and performance reviews.
· Support workforce planning, recruitment, and retention initiatives.
· Foster a positive, collaborative, and patient-centred culture.
· Address patient concerns and resolve service issues professionally.
· Promote continuous professional development within the team.


Clinical Governance & Quality Assurance
· Support Director to ensure compliance with regulatory and professional standards including Health and Care Professions Council and British Academy of Audiology guidelines.
· Lead clinical audits and quality improvement initiatives.
· Monitor service performance and implement improvements where required.
· Maintain confidentiality and compliance with data protection regulations.
· Support Director to ensure calibration and maintenance of audiology equipment.


Operational & Business Responsibilities
· Assist in budgeting and resource management.
· Support service development, business growth and strategic planning initiatives.
· Build and maintain referral relationships with healthcare professionals and external stakeholders.
· Support outreach, education, and promotional activities where appropriate.
· Support sustainable business growth by helping patients understand the appropriate services and treatment options available to them, while maintaining an ethical, patient-centred approach.



Personal Specification – Senior Audiologist and Clinical Manager

Essential Qualifications
· Qualified Audiologist, Hearing Aid Dispenser or Clinical Scientist in Audiology, with significant post-qualification experience.
· Registration with the Health and Care Professions Council (HCPC) or relevant governing body.
· Evidence of continuing professional development.


Essential Experience
· Significant post-qualification experience in audiology practice.
· Experience in diagnostic audiology and hearing aid habilitation.
· Experience supervising or mentoring staff.
· Experience managing complex patient cases.
· Experience using audiology diagnostic equipment and electronic patient record systems.


Essential Knowledge, Skills and Criteria
· Strong understanding of audiology best practices and clinical governance.
· Effective leadership and team management skills.
· Effective communication and interpersonal abilities.
· Strong organisational and problem-solving skills.
· Ability to prioritise workload and manage competing demands.
· Knowledge of safeguarding, infection control, and health & safety standards.
· Competence in report writing and documentation.
· Experience in Service Development


Desirable Criteria
· Previous management or clinical lead experience.
· Experience within private healthcare
· Training in specialist audiology services.
· Knowledge of business development and operational management.
· Membership of professional organisations such as the British Society of Audiology.


Personal Attributes
· Professional and patient-focused approach.
· Compassionate and empathetic manner.
· High level of integrity and accountability.
· Ability to lead by example.
· Adaptable and solution-orientated (or problem-solving) mindset.
· Commitment to continuous improvement and excellence in care.


Working Conditions
· Clinical environment with direct patient contact.
· Use of specialist audiology equipment.
· May involve occasional travel for home visits or meetings / training
· Requirement to work flexible hours where necessary.



ORGANISATIONAL CHART	Comment by Becky Colwell: I'd just review the organisational chart to make sure it shows the structure you're actually aiming towards, rather than only the team as it stands today. 
In particular, if the intention is for the new Clinical Service Lead to take responsibility for the day-to-day management of the team, should the reporting line effectively run from you → Clinical Service Lead → Gemma & Sandra?
I'm also wondering whether it's worth showing the future admin resource you expect to recruit, even if that role isn't fully defined yet — perhaps simply as “Future administration role” or even “Future team member”. That could help the candidate understand both the structure they're joining and the team they're potentially going to help you build.
Obviously this may depend on your answer to my earlier question about where ultimate line-management responsibility will sit, but I'd make sure the chart reflects the intended future structure once you've decided that.

                                                                        TRACY JAMES
                                 	                Owner, Director and Audiologist 


                                       LOUISE HART                                                    NEW ROLE (not yet filled)
                              Senior Audiologist (1-2 days)                        Audiology Clinical Service Lead (3-4 days) -  
                                                                                                            Line Manager and Supervisor


                          
                                 GEMMA TAYLOR                                                  SANDRA DE JESUS                                NEW ROLE (to be advertised)
                                FT  Administration                                             PT Senior Assistant Audiologist                    FT Receptionist
				
                                       


Health & Safety 
As an employee of Tracy James Hearing Ltd. you have a responsibility to: 
• take reasonable care of your own Health and Safety and that of any other person who may be affected by your acts or omissions at work; 
• co-operate with Tracy James Hearing Ltd. in ensuring that recommended procdures, codes of practice and local policies are adhered to; 
• not intentionally or recklessly interfere with or misuse anything provided in the interests of health and safety. 

Infection Prevention and Control 
The prevention and management of acquired infection is a key priority. Any breach of infection control policies is a serious matter which may result in disciplinary action. As an employee of the Tracy James Hearing you have a responsibility to: 
• ensure that your work methods are compliant with Tracy James Hearing Ltd. policies and procedures and do not endanger other people or yourself; 
 • be aware of infection prevention and control policies, practices and guidelines appropriate for your duties and you must follow these at all times to maintain a safe environment for clients, visitors and staff; 
• maintain an up-to-date knowledge of infection prevention and control, policies, practices and procedures through ongoing continuing professional development; and
 • challenge poor infection prevention and control practices of others and to report any breaches

Information Governance and GDPR
Tracy James Hearing is committed to compliance with GDPR standards to ensure that all information is handled legally, securely, efficiently, and effectively. You are required to comply with Tracy James Hearing Ltd. GDPR policies and standards. Failure to do so may result in action being taken in accordance with Tracy James Hearing Ltd. Disciplinary Procedure.

Confidentiality and Security 
Your attention is drawn to the confidential nature of information collected within Tracy James Hearing Ltd. Whilst you are employed by the Tracy James Hearing Ltd. you will come into contact with confidential information and data relating to the work of Tracy James Hearing Ltd, its clients or employees. You are bound by your conditions of service to respect the confidentiality of any information you may come into contact with which identifies clients, employees or other personnel, or business information. You also have a duty to ensure that all confidential information is held securely at all times, both on and off site. 

Disclosure of Information 
The unauthorised use or disclosure of information relating to Tracy James Heairng activities or affairs, the treatment of clients or the personal details of an employee, will normally be considered a serious disciplinary offence which could result in dismissal. Upon leaving Tracy James Hearing Ltd. employment and at any time thereafter you must not take advantage of or disclose confidential information that you learnt in the course of your employment. Unauthorised disclosure of any of this information may be deemed as a criminal offence. If you are found to have permitted the unauthorised disclosure of any such information, you and Tracy James Hearing Ltd. may face legal action. 

Information Quality and Records Management
You must ensure that all information handled by you is accurate and kept up-to-date and you must comply with the Tracy James Hearing recording, monitoring, validation and improvement schemes and processes.

Professional Standards and Performance Review 
As an employee of the Tracy James Hearing Ltd. you have a responsibility to: 
• participate in statutory and mandatory training as appropriate for the post; and 
• maintain consistently high personal and professional standards and act in accordance with the relevant professional code of conduct; and 
• take responsibility for the maintenance and improvement of personal and professional competence and to encourage that of colleagues and subordinates; and 
• participate in the Tracy James Hearing appraisal processes including identifying performance standards for the post, personal objective setting and the creation of a personal development plan.




Safeguarding Children and Vulnerable Adults 
• We all have a personal and a professional responsibility to identify and report abuse. This may be known, suspected, witnessed, or have raised concerns. Early recognition is vital to ensuring the client is safeguarded; other people (children and vulnerable adults) may be at risk. The Sharing of Information no matter how small is of prime importance in safeguarding children, young people, and vulnerable adults. 
• As an employee of Tracy James Hearing, you have a responsibility to report any concerns for abuse and work with local authorities. You will be invited to attend safeguarding awareness training and undertake any additional training in relation to safeguarding relevant to your role.

Social Responsibility Tracy James Heairng is committed to behaving responsibly in the way we engage with our local community so that we can make a positive contribution to society. As an employee of the Tracy James Hearing Ltd. you have a responsibility to take measures to support our contribution and to reduce the environmental impact of our activities relating to energy and water usage and waste.

Continuous Improvement 
Tracy James Heairng is committed to creating a culture that puts Continuous Improvement at the centre and our aim is to enable staff at all levels to have the confidence, capability, passion, and knowledge, to test changes and make improvements. We will provide the necessary expertise to support you to make improvements, whilst also providing training at various stages of your time at the organisation, as part of your continuing professional development.

Further Note:
 This job description is neither definitive nor exhaustive and is not intended to be totally comprehensive. It may be reviewed in the light of changing circumstances following consultation with the post holder. 

Agreement Signed 


Post holder Date 

Signed Manager Date



