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Occupational Health Technician
Manager / Leader
 

	Job Title
	Occupational Health Technician Manager / Leader

	Reports To
	Head of Nursing 

	Department
	Clinical Commercial Division 

	Direct Reports
	Occupational Health Technicians (OHTs)

	Contract Type
	Permanent 

	Location
	Northwest of England: hybrid

	Hours
	37.5 contracted hours per week


ROLE PURPOSE
The Occupational Health Technician Manager / Leader is responsible for the operational leadership, day-to-day management, and clinical quality oversight of a team of Occupational Health Technicians (OHTs). The post-holder ensures all technicians deliver safe, competent, and client-focused occupational health surveillance services in line with organisational policies, contractual requirements, and applicable regulatory standards.

The role carries direct accountability for workforce performance, competency and training assurance, clinical governance and audit, equipment and stock management, financial claims integrity, complaint handling, policy development support, staff wellbeing, and service utilisation. The post-holder also maintains a regular clinical caseload, acting as a practising OHT alongside their management responsibilities.
KEY RESPONSIBILITIES
1.  Clinical Governance, Audit & Quality Assurance
1. Abide by the organisational competency checklist, signing off each OHT to confirm their capability to practise independently, before any solo clinical activity commences.
1. Ensure all competencies are verified before an OHT's works independently. Where this is not achieved, escalate promptly to the Head of Nursing and Operations Lead.
1. Conduct monthly clinical audits for all OHTs: randomly select ten cases per individual from their monthly clinical diary and record outcomes using the designated audit tool.
1. Attend monthly clinical quality review meetings; review progress and recurring themes, and integrate findings directly into one-to-one sessions, with SMART improvement plans raised for more significant concerns.
1. Identify individual learning and practice gaps and produce structured development plans specifying what support is required, who will deliver it, and the target completion date (applying SMART principles).
1. Review all concerns raised by the survey nurse team, address recurring issues, and incorporate actionable points into the following month's action plan.
2.  Competency, Training & E-Learning
1. Ensure all OHTs hold current, valid competency sign-off before undertaking independent clinical activity, maintaining the skills matrix tracker and New Starter CS log with up-to-date confirmed competencies.
1. Monitor and drive timely completion of all mandatory and role-specific e-learning for each OHT on a monthly basis (target: within ±1 month of due date). 
1. Maintain and update the training log on OH Screening; communicate audit scores and required actions to individuals weekly or monthly via email and within one-to-one meetings.
1. Ensure all checklists, equipment maintenance records, and training and competency documentation are completed, uploaded to the relevant systems, and kept current — supporting the Head of Nursing in ensuring records are always audit-ready.
3.  Day-to-Day Operational Management
1. Conduct a daily five-minute readiness call with OHTs each morning to confirm equipment is functioning, stock is present, and the day's workload is clear — minimising quality risk to clients.
1. Monitor clinic attendance daily; ensure technicians remain on-site for the full clinical day and manage early departures through the agreed escalation pathway: informal email → formal discussion → referral for disciplinary action with the Head of Nursing if the behaviour is repeated.
1. Record all lateness on the designated tracker (including reason and duration) and notify Head of Nursing of any potential client impact.
1. Ensure all team members are contactable during working hours and display as available (green) on Microsoft Teams at all times. 
1. Monitor and maximise daily team utilisation; where under-utilisation is identified, develop and present a resolution and action plan to Head of Nursing.
1. Implement contingency plans before any clinic cancellation is considered, including attending the site personally to provide clinical cover as a last resort.
1. Resolve equipment and stock issues via the Non-Clinical Support Chat, escalating where necessary and maintaining the equipment log and tracker. 
1. Ensure all team members wear the required uniform at all times; place uniform orders within the first two weeks of any new starter's commencement date.
1. Provide guidance and support on IT issues, escalating to the IT team as required.
4.  Complaints Management & Incident Reporting
1. Take the lead on managing all complaints relating to OHTs, ensuring each complaint is acknowledged, investigated, and responded to within the organisation's instant reporting process and within agreed timescales.
1. Maintain accurate records of all complaints, near-misses, and significant events involving the OHT team; report outcomes to the Head of Nursing and ensure lessons learned are embedded into practice.
1. Engage proactively with the survey nurse review process, addressing recurring concerns and ensuring corrective actions are implemented and tracked.
5.  Policy, SOP & Procedure Development
1. Lead on supporting the Head of Nursing in the review, update, and communication of Standard Operating Procedures (SOPs) and clinical / operational policies relevant to OHT practice.
1. Ensure the OHT team is briefed and updated on any SOP or policy changes in a timely manner, with understanding confirmed and records maintained.
1. Contribute to the development of new policies and procedures as the service evolves, drawing on operational experience and frontline team feedback.
6.  Workforce, Performance & Annual Leave Management
1. Conduct structured monthly one-to-one meetings with each team member using the agreed agenda, incorporating audit outcomes, complaint data, business updates, and progress against objectives.
1. Manage the appraisals end-to-end: set individual goals and objectives at the start of the performance year; review progress quarterly; complete mid-year and end-of-year appraisals within stated deadlines; upload all records before appraisal sign-off.
1. Ensure annual leave is actively monitored and encouraged so that all entitlement is taken within the leave year; manage the annual leave calendar to ensure operationally the company continues to run without interruption, including training days. 
1. Ensure all leave is booked and recorded on iTrent before the end of August each year; encourage team members to plan leave with sufficient notice.
1. Manage sickness absence in accordance with organisational policy, ensuring adherence to the sickness policy and maintaining up-to-date team records.
7.  Staff Wellbeing & Pastoral Care
1. Act as the first point of contact for team members' wellbeing concerns, providing a supportive and accessible presence for OHTs working across dispersed sites.
1. Conduct regular wellbeing check-ins within one-to-one meetings and as needed, signposting to appropriate organisational support services where required.
1. Foster a positive team culture that promotes psychological safety, open communication, and professional pride.
1. Monitor workload and travel demands across the team, escalating to the Head of Nursing where patterns indicate risk of burnout or unsustainable working conditions.
8.  Utilisation, Sickness Cover & Contingency Planning
1. Proactively maximise team utilisation each day; where capacity is available, bring an actionable plan to the operational lead to increase productive clinical output.
1. Develop and maintain contingency plans for sickness and unplanned absence, ensuring clients are not impacted wherever possible; coordinate cover across the OHT team before escalating to the Operational Lead and Head of Nursing.
1. Attend client sites personally to provide OHT clinical cover when no other cover is available, ensuring continuity of service, where appropriate.
9.  Clinical Practice
1. Maintain a regular clinical caseload as a practising Occupational Health Technician, keeping personal competencies current across all relevant surveillance and screening modalities. 
1. Provide clinical cover for the OHT team as required/appropriate, including planned and unplanned cover at client sites.
1. Lead by example in clinical standards, professional conduct, and commitment to quality, acting as a role model for the wider OHT team.
10.  Financial Management & Claims
1. Ensure all team expenses and your own are submitted by the 5th of each calendar month.
1. Support OHTs in correctly recording and claiming additional/overtime hours entitlement.
11.  Equipment, Stock & Vehicle Management
1. Ensure all OHTs complete and submit their Equipment Maintenance Checklist monthly; escalate failures immediately, implement interim solutions to prevent clinic disruption, and update the senior management team/account manager.
1. Ensure all OHTs complete and submit their monthly stock checklists; oversee timely ordering and ensure minimal stock holdings are maintained; collate data for the Monthly OH Screening Checklist submission to the Head of Nursing.
1. Ensure all MSU OHTs complete and submit the Vehicle Maintenance Checklist monthly; escalate and resolve vehicle issues in a timely manner. 
1. Ensure the personal alarm log is completed and uploaded each month for every team member.
PERSON SPECIFICATION
	Essential
	Desirable

	Experience & Knowledge

	Proven competency across core OHT surveillance modalities: audiometry, spirometry, Chester Step Test, and vision screening.
	Previous experience in a team leader, supervisory, or management role within an occupational health or clinical setting.

	Sound understanding of occupational health surveillance requirements and clinical governance responsibilities.
	Familiarity with SEQOHS standards and CQC regulatory requirements.

	Experience managing or coordinating a dispersed or field-based clinical workforce.
	Experience working with Mobile Screening Units (MSUs).

	Experience conducting clinical audits and implementing improvement actions from findings.
	Involvement in SOP or policy development within a clinical environment.

	Experience managing complaints or adverse incidents within a healthcare or clinical governance framework.
	Knowledge of NHS or commercial occupational health service delivery models.

	Skills & Abilities

	Strong organisational skills with the ability to manage multiple concurrent priorities across a geographically dispersed team.
	Proficiency in reporting and management tools.

	Ability to identify and respond to clinical and operational risks in a timely and proportionate manner.
	Experience developing training, competency, or onboarding frameworks.

	Clear and effective verbal and written communication skills, with confidence to engage clinicians, clients, and senior stakeholders.
	Coaching or mentoring capability.

	Proficiency in Microsoft Teams, Outlook, and clinical / HR systems 
	

	Personal Attributes

	High level of personal accountability and follow-through, requiring minimal supervision.
	Experience managing formal HR or disciplinary processes.

	Proactive and solutions-focused: identifies problems and presents resolutions before escalating.
	Commitment to continuing professional development and quality improvement.

	Approachable, supportive line manager who maintains clear and fair professional boundaries.
	

	Demonstrates genuine commitment to staff wellbeing and pastoral care alongside operational performance.
	

	Commitment to equality, diversity, and inclusion in all aspects of team management.
	


KEY PERFORMANCE INDICATORS
Performance in this role will be assessed against the following indicators:

1. 100% of OHTs hold current competency sign-off before independent clinical practice commences.
1. Monthly clinical audits completed for all team members within the required timeframe, with improvement actions recorded and tracked.
1. All complaints involving OHTs acknowledged, investigated, and resolved within the instant reporting process timescales.
1. All mandatory and role-specific e-learning completed by OHTs within the ±1 month tolerance.
1. All checklists (equipment, stock, vehicle, personal alarm) submitted, reviewed, and filed monthly with no unresolved issues impacting clinic delivery.
1. SOPs and policy documents reviewed and updated in line with the Head of Nursing's schedule, with team briefings completed and evidenced.
1. All team expenses and additional hours claims submitted by the 5th of each month.
1. Monthly one-to-one meetings held with all direct reports, notes recorded and uploaded.
1. Appraisals completed within stated deadlines at mid-year and year-end.
1. Annual leave actively managed so entitlement is taken; reducing impact on the operational demands of the business.
1. Team utilisation maximised; contingency plans in place for all planned and unplanned absences with no clinic cancellations without prior escalation.
OTHER REQUIREMENTS
1. Willingness to travel to client sites across the region, including attending sites personally to deliver clinical cover in contingency situations.
1. Ability to maintain a regular personal clinical caseload alongside management responsibilities.
1. Flexibility to manage operational demands across a field-based team, which may occasionally require work outside standard contracted hours.
1. This job description is not exhaustive. The post-holder may be required to undertake other duties commensurate with the grade and scope of the role as directed by their line manager.
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