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JOB DESCRIPTION 
 
 
POST TITLE:  Associate Director of Clinical Operations  
 
RESPONSIBLE TO:   Director of Clinical Services  
 
RESPONSIBLE FOR:  Clinical Services  
 
HOURS:  37.5 hours per week  
 
TERM OF POST:  Permanent  
 
PROBATIONARY PERIOD:  3 months  
 
SALARY:  Competitive   
 
 
ABOUT THE CHARITY 
 
Established in 2000, Caudwell Children is a national charity which works to 
transform the lives of disabled children and their families, enabling them to 
challenge the barriers they face throughout childhood by providing practical 
and emotional support.  
 
The Charity is going through an exciting period of growth having recently 
opened a new state-of-the-art facility for multi-disciplinary therapy 
programmes for childhood disability and research of neurodevelopmental 
conditions, including autism, within the grounds of Keele University. 
 
The Caudwell International Children’s Centre (CICC) provides a state-of-the-art 
base for the Charity’s therapies and an environment where ground-breaking 
research can be undertaken, potentially changing the way some disabilities 
are treated, affecting millions of people around the world.  This is a fantastic 
and exciting opportunity to join a dynamic and fast moving Charity at a time 
when it will attract national and international attention. 
 
PURPOSE OF THE POST 
 
The services of Caudwell Children enrich the lives of our children and families 
through the delivery of high quality person centred care and support services 
that promote independence and achieve valued outcomes.  We seek to 
create a safe, homely and supportive environment that enhances the lives of 
children with autism and associated conditions. 
 
The Associate Director of Clinical Operations will take a senior leadership role 
within the organisation and for our clinical services, reporting into (and 
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working closely with) the Director of Clinical Services, taking responsibility for 
the operational functions of the clinical teams.   
 
You will provide overall leadership to the development and effective operation 
of our clinical services, leading multi-disciplinary services that will comprise of 
a range of roles including (but not limited to) Clinical Leads, discipline leads, 
Psychologists, Speech & Language Therapists, Occupational Therapists and 
Assistants.  You will ensure that the Charity meets the needs of children and 
families by achieving agreed standards relating to quality, finance and 
performance. You will have a key role in ensuring commissioned and 
contracted services are delivered in line with commissioners’ expectations and 
that KPIs are met. You will take responsibility of Registered Manager for the 
services, ensuring regulatory requirements are met to a high standard. 
 
You will have significant experience as an operational manager in a CQC 
regulated service, providing clinical services to meet the needs of children and 
families.  You will have the energy, drive and determination to successfully 
respond to the changing expectations and needs of stakeholders.  You will 
need to demonstrate excellent leadership skills, be astute and have excellent 
interpersonal skills.   
 
DUTIES AND RESPONSIBILITIES 
 
Main Duties: 
 

 Work in partnership with the Director of Clinical Services, Director of 
Operations, Governance Lead and Clinical Leads to drive achievement 
of the Charity’s corporate, strategic and operational business plans. 

 Work in partnership with the Director of Clinical Services, CFO, HR 
Manager, Governance Lead and Clinical Leads to ensure compliant 
delivery of services. 

 Provide the support and information necessary to enable the CEO to be 
effective in the role of Nominated Individual.  

 Act as the Registered Manager under the terms of The Health and Social 
Care Act 2008 (Regulated Activities) Regulations 2010 and the Care 
Quality Commission (Registration) Regulations 2009, as amended from 
time to time; for Caudwell Children’s Regulated Services. 

 Take responsibility for clinical, contractual, financial, people and 
operational performance. 

 Creation of comprehensive and robust information monitoring that is 
shared at all levels of the Charity and allows clarity and understanding 
of performance. Understanding what information is important to all 
other functions, including the CEO, and leading on how this is best 
delivered. Understanding how performance might affect delivery in 
other parts of the Charity and working closely to provide it. 

 To be accountable for the Charity’s delivery against Key Performance 
Indicators across a range of grants and services, adapting processes to 
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ensure close monitoring and formulating action plans to ensure 
delivery. 

 Work closely with the Director of Operations and the Director of 
Business Innovation & Partnerships in the development and delivery of 
clinical service contracts.    

 Work with the Fundraising Team to actively contribute to the 
procurement and development of bids, grants and tenders.   

 Develop strong partnerships and networks with all relevant internal and 
external stakeholders. 

 Work with internal stakeholders to deliver quality and performance 
improvements in the service and assist in the development of service 
strategies.   

 Take operational responsibility for the Family Support function and the 
applications process. 

 Lead and inspire direct reports and Clinical Leads to ensure all targets 
and KPI’s are met, specifically in relation to service contracts. 

 Provide leadership, guidance and advice to Clinical Leads relating to 
matters of clinical practice, policy, staffing, work schedules, education 
and training. 

 Ensure that the clinical services are staffed appropriately at all times.   
 Keep up to date with regulatory changes and ensure compliance with 

all relevant standards, policies and procedures. 
 Ensure risk management procedures are in place and adhered to and 

that effective arrangements for service user safety are in place across the 
services.  

 Contribute to the strategic development of the clinical services and 
work with Clinical Leads to ensure clinical teams develop, monitor and 
evaluate clinical pathways and strategies and that these are aligned 
with the Charity’s vision and strategies.  

 Represent the services at relevant meetings with Commissioners and 
assist in agreeing Key Performance Indicators at regular review 
meetings with Commissioners. 

 Work in collaboration with the Director of Operations in creating and 
delivering operational efficiency within the clinical services and across 
departments. 

 Working in collaboration with the Research and Feedback Team, you 
will collate data and statistics, providing regular reports including 
management reporting and presentations for board and leadership 
meetings.   

 Attend and contribute to relevant board and senior leadership 
meetings.  

 Plan, design and implement new structures as and when required to 
meet the changing needs of the business and services. 

 Maximise efficiencies within the clinical services.   
 Assist in developing collaborative working with NHS services, the Local 

Authority and other stakeholders, including families and carers.  
 Assist in raising the profile of the services nationally and locally 

promoting Caudwell Children as a centre of excellence.   
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 Responsible for the recruitment and development of all clinical staff 

within the services.   
 Ensure business planning objectives are cascaded to individual staff 

objectives where appropriate.   
 Inspire a positive, proactive and dynamic approach among staff 

ensuring that organisational values and cultures are modelled in 
behaviours and practice. 

 Have a real influence on Charity culture, practices and growth.  Lead, 
develop and drive the business while ensuring the very best quality of 
care is delivered by the Clinical Services Team.   

 Provide cover for Clinical Leads during periods of absence and ensure 
contingency plans are in place to provide adequate cover for the 
services at all times. 

 Respond proactively and speedily to situations where a troubleshooting 
approach may be needed across the clinical services.  

 Help to plan and implement activities and strategies that contribute to 
the Charity’s business planning processes and the development of 
frameworks for monitoring performance and reviewing progress 
against targets.  

 Ensure all clinical activity is in line with the overall objectives of the 
services and that best practice is maintained. 

 In collaboration with the Research and Feedback Team, ensure children 
and families are engaged with and involved in service planning and 
delivery.  

 Actively contribute to the planning and achievement of clinical 
objectives, then manage performance of these objectives. 

 Demonstrate and apply commercial capability by continuously 
reviewing business/service process and practice to ensure effective 
business and service development. 

 To work effectively and co-operatively as a member of a team, 
maintaining good working relationships with colleagues and 
professionals from other departments within the charity and with 
external agencies. 

 At all times promote and ensure anti-discriminatory practice in all 
matters of staff management and service delivery in accordance with 
the organisation’s equality and diversity approaches and statutory and 
regulatory guidelines. 

 Ensure compliance with statutory and non-statutory bodies, including 
CQC, ISO 9001 and the Health & Safety Executive.  

 In collaboration with the Governance, contribute to reviewing, revising 
and formulating policies and procedures and promote their 
implementation across the Charity as relevant. 

 Be an active, collaborative and effective member of the Executive Team, 
sharing the responsibility for leading the Charity, shaping and 
implementing the strategic plan, delivering on strategic objectives and 
upholding and embodying the Charity’s mission, vision and values. 
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Education and Professional Practice: 
 

 The Associate Director of Clinical Operations will receive supervision and 
support from an appropriate professional supervisor.    

 Provide management supervision to Clinical Leads in accordance with 
agreed policy and ensure compliance with their Professional Codes of 
Ethics and Professional Conduct.  

 Ensure compliance with professional standards for clinical practice. 
 Adhere to HCPC/GMC/NMC regulations and relevant Code of Ethics and 

Professional Conduct for specialty. 
 Adhere to all Caudwell Children policies and procedures. 
 Apply specialist knowledge and skills in order to demonstrate 

professional proficiency.  
 Keep up to date with developments in the fields of practice relevant to 

the Charity services and integrate new initiatives and recommendations 
from research and recommendations from professional bodies, 
ensuring that practice is informed and current.  

 
Customer Care/Quality Assurance: 
 

 Work with the Governance Lead on the quality assurance and quality 
improvement agendas. 

 Encourage continuous improvements in the quality and sustainability 
of the clinical service and take account of professional advice and 
guidance, research and service user involvement and feedback in doing 
so.  

 Ensure children and their families receive individualised, holistic care 
delivered by a professional team in a way that maximises their quality 
of life and respects their privacy and dignity. 

 Ensure children and their families receive high quality, caring services 
professionally delivered within a safe environment and within the 
financial constraints agreed by the Board of Trustees. 

 Communicate with children and families in a way that respects their 
views, autonomy and culture. 

 Uphold the principles and practice of customer care and continuous 
improvement. 

 At all times afford service users the dignity and respect to which they 
are entitled and in particular, to recognise any special requirements 
associated with an individual’s race, sex, culture, religion, age or sexual 
orientation.  

 Ensure that service users are enabled to comment and complain about 
any of the services they receive and ensure that all comments and 
complaints received are dealt with promptly and in accordance with 
organisational policy and procedures. 

 Confidentiality and data protection regarding all personal information 
and organisational activities must be maintained at all times (both in 
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and out of working hours) in accordance with professional codes of 
conduct and relevant legislation such as the Data Protection Act/ GDPR.  

 To create an inclusive working environment where diversity is valued, 
everyone can contribute, and everyday ensure we meet our duty to 
uphold and promote equality. 

 To influence and shape the commissioning of services to eliminate 
social and cultural inequalities for disadvantaged groups.  

 To work within the guidance of the National Institute for Health and 
Clinical Excellence (NICE), providing clinical input into the development 
of quality standards and, through clinical leadership, influence the 
introduction and achievement of such standards.  

 Support the Clinical Leads in providing leadership and support to staff 
working within each discipline, giving feedback on engagement and 
performance as appropriate.  

 To carry out duties with full regard to the organisation’s Equal 
Opportunities and Diversity Policy.  

 
Health and Safety: 
 
In addition to the organisation’s overall responsibility for your health and 
safety, you have a personal responsibility for your own health and safety.  As 
such: 
 

 Be responsible for ensuring risks are identified & managed. 
 Act on any safety issues that are identified that could affect you or others 

in the workplace, co-operating with senior management and 
colleagues at all times in achieving safer work processes and work 
places, particularly where it can impact on others. 

 Ensure relevant health and safety regulations and legislation, as it 
relates to the safe and effective running of the service, is actioned, 
monitored and reviewed. 

 Be responsible for your own health and safety and that of anyone else 
whom your acts and omissions may affect and maintain a professional 
and hygienic personal appearance at all times. 

 Ensure that the service adheres to Health and Social Care Act 2008 
Code of Practice for the Prevention and Control of Infections and 
Related Guidance as applicable to your role.  

 Be responsible for Safeguarding Policies and Procedures to embed safe 
practices into service provision ensuring that systems and processes are 
in place and accessible for all staff, volunteers and visitors to the services. 

 
Resource Management: 
 

 Ensure maintenance and security of physical, financial and information 
resources, where applicable.  

 Effectively maximise all resources available in the course of your duties, 
minimising waste and working within budgets. 
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 Ensure that all resources and utilities are used prudently and that any 
waste is minimised.  Manage, monitor and maintain budgets agreed by 
management.   

 Ensure stock levels of equipment are maintained and checked 
regularly, as appropriate to your role.   

 Where appropriate, take responsibility for the routine line management 
of team members, reporting relevant issues to HR including sickness, 
absence management and performance.  

 
General: 
 

 Demonstrate commitment to ongoing personal and professional 
development, maintaining professional portfolio’s and training profiles. 

 Keep up to date and integrate any relevant new initiatives, regulations 
and legislation as appropriate to your role.    

 Where appropriate, develop and maintain links with other professionals 
in the same specialist field of work. 

 Keep comprehensive and accurate records in relation to your role and 
in accordance with organisational policies and procedures as well as 
local, professional and national guidelines. 

 Attend training as appropriate to the role, applying knowledge gained 
to the workplace.    

 Engage in Support and Supervision sessions, where appropriate, to 
reflect on practice enhancing communication and quality of service. 

 To work effectively and collaboratively as a member of the team, 
building and maintaining good working relationships with all 
colleagues, stakeholders and professionals from external agencies. 

 Demonstrate commitment to Caudwell Children’s mission, vision and 
values. 

 When necessary work flexible hours, including evenings, weekends and 
bank holidays to ensure the efficient operation of the service.  

 Willingness to travel in order to meet the needs of the post.   
 
This Job Description indicates only the main duties and responsibilities of the 
post and is not intended as an exhaustive list.  The post holder may be asked 
to carry out other duties from time to time.  The Charity reserves the right to 
amend this Job Description from time to time, according to business needs.   
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PERSON SPECIFICATION 
 
Essential Criteria 
 

 Educated to degree level or equivalent level of experience. 
 Registered with a relevant professional body, GMC, NMC or HCPC.  
 Evidence of continuing professional development. 
 Excellent communication skills both written and verbal. 
 Excellent analytical and reasoning skills. 
 Ability to present complex information. 
 Excellent inter-personal skills. 
 Excellent collaboration, negotiating and influencing skills. 
 Ability to act on own initiative independently with evidence of high 

level autonomous decision making. 
 Proven track record of strong planning and organisational skills with 

the ability to formulate, prioritise and adjust plans as required. 
 Ability to lead a number of projects simultaneously and deliver to 

agreed timescales. 
 Strong leadership skills with the ability to direct, manage and motivate 

staff to achieve optimum performance. 
 Ability to manage and resolve conflict.   
 Experience of working at senior management level in a CQC regulated 

environment 
 Experience of managing clinical/healthcare services. 
 Experience of interpreting national strategy and legislation and 

developing appropriate strategic plans and policies. 
 Experience of conducting negotiations. 
 Experience of working in partnership with stakeholder organisations. 
 Experience of managing organisational change. 
 Proven track record of meeting objectives and achieving key 

organisational targets. 
 Capacity to work under pressure to meet competing demands and 

priorities. 
 Commitment to organisational values and behaviours. 
 Computer literate with experience using a range of software packages. 
 Some flexibility to meet the needs of the business may be required. 
 Occasional UK travel may be required.   

 
Desirable Criteria 
 

 Additional relevant post registration clinical and/or managerial training 
and qualifications.  

 Experience of working in the Charity/Third Sector would be 
advantageous.  
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DISCLOSURE AND BARRING SERVICE CHECKS 
 
The Charity is committed to safeguarding children and young people and 
therefore adopts a safer recruitment approach through a robust recruitment 
and selection process.  All posts within the Charity are subject to DBS checks, 
in line with the Rehabilitation of Offenders Act (1974).  This role is eligible for 
an Enhanced with barred lists DBS check. 
 
 


