
Sample Job Descriptions 

Job Description and Person Specification
Job Title:  Deputy Manager

Reports to:  Medical Illustration Services Manager

Accountable to: Medical Illustration Services Manager

Grade:   Band 7

  

1. Job Summary/Purpose

The post holder will be working on their own initiative, and are responsible for the co-
ordination of photographic technical work, and for all the related administrative systems 
of the graphics and administrative sections within the Medical Illustration Department, 
on a day to day basis, in consultation with the Head of Department.

To deputise for the Head of Department, in their absence.

The post holder will co-ordinate the Graphic, Admin, Reprographics, Volunteers 
and Photographers working in Medical Illustration throughout the Trust, with the 
responsibility for meeting income generation targets on a day to day basis, assisting the 
managers on strategic changes.

Responsible for the daily management of the ophthalmic photographic service and 
the interpretation of associated policy / procedures. This will include fluorescein 
angiography and the national diabetic screening/grading programme (see glossary).

Manage the development of technological changes.

Responsible for the levels of photographic equipment and their maintenance.

Working closely with the managers on providing training to support degree student 
placements and the professional development of staff.

MAIN DUTIES & RESPONSIBILITIES

2. Management

2.1 Working closely with the manager, negotiate with internal and external service 
providers or customers, complex requests to ensure all parties needs are met. 
e.g arranging photographic sessions with models, equipment and ensuring the 
images reach the design stage. Or arranging with suppliers, to set up displays/
facilities for presentations and open days.

2.2 Accountable for the allocation of manpower and work load on a daily basis across 
both sites in response to multistranded changing workflow patterns. Working with 
the manager to resolve complex situations such as:

• Cancelling clinics with contracts and adjusting associated invoice systems
• Long term planning for staff absences
• Covering vacancies with split site working e.g. overtime
• Strategic planning for change of roles and grades of staff to cover daily clinics e.g 

ophthalmic work
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2.3 Using delegated responsibility, monitor service needs and authorising overtime / 
annual leave for all staff,  within agreed limits defined by managers.

2.4 Responsible for making effective contributions to income generation targets, 
reviewing all photographic expenditure and implementing cost improvement 
schemes when necessary. E.g. consumable usage, highlighting new service 
potential.

2.5 Working closely with the managers in the management of photographic staff 
and services, including recruitment, training, quality control, performance review. 
Initiating first line disciplinary procedures when necessary.

2.6 Responsible for the management of the ophthalmic image database & 
maintenance of the digital fundus camera.

2.7 Negotiates the detail of photographic contracts for clinical trials, setting  
standards and protocols and directing associated equipment testing. Consults 
with managers to implement new contracts.          

2.8      Responsible for the design and development of consent database, image library, 
and clinical trials record systems. (see glossary of terms) 

2.9 Troubleshoot day to day issues with photographic staff, equipment and the users 
of the service.  

3. Clinical

3.1 To undertake medical photography, ensuring ethical practices are followed 
and  patients’ understand when agreeing to participate in the session the 
consequences of image consent. In particular when it is of a highly sensitive 
nature (genitalia/trauma/NAI) or if the procedure is extremely difficult to 
understand.

3.2 Responsible for ensuring photographic staff provide patients with relevant 
information to give informed consent, and that the patient is Gillick competent, 
where appropriate, by ensuring:

• Staff receive training
• Design/produce consent forms for all uses of photographs
• Ensure patient information is reviewed
• Ensuring staff record any issues/discrepancies in writing  for future reference

3.3 Be responsible for ensuring quality of all photography produced within the 
department is of a highly professional nature.  That the condition has been 
accurately interpreted and the correct lighting technique has been used to ensure 
it is medically and legally valuable.

• Weekly quality checks on images stored on central database, managed by post 
holder.

• Measuring against recognised national/local standards.
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3.4 Being mindful of cultural and religious views and beliefs, to ensure all patient’s and 
customers specific photographic needs are fulfilled, and that clinical priorities are 
met. 

3.5 To ensure recording of images in operating theatre, trauma, fluorescene 
angiography situations is undertaken with speed, dexterity and accuracy to ensure 
that the patients treatment is not delayed or disrupted.

3.6 To undertake dental/intraoral photography within Health and Safety requirements, 
e.g safe insertion of glass mirrors and retractors and use of appropriate 
sterilisation techniques.

3.7 To produce high quality images using advanced technical skills in computerised 
image manipulation, ensuring it is reproduced accurately and with no alteration 
of contrast, colour or tone. Being mindful of the consequences for the patient’s 
treatment, implications for misdiagnosis and potential areas for litigation. 
Examples of this are:

• NAI recordings
• Burns and trauma records
• Images for prosthetic reconstruction
• Dematology lesions e.g melanoma

3.8  Contributes to the production of interactive computer generated teaching aids   
and undertakes innovative or experimental imaging techniques i.e. 3D clinical 
photography using specialised software and equipment.

3.9 Undertakes ophthalmic trial photography on a weekly basis, co-ordinating a 
number of different trials at any one time, ensuring protocols are adhered to and 
data quality is of value. The trials require an extremely high degree of compliance 
to meet the standards required to audit. There are feedback reports on every 
patient to state whether standard is acceptable.

3.10  All clinical images have the potential to be used in a court of law. However non 
accidental images require legal reports to accompany them and there may also 
be a requirement to attend court as an expert witness.

4. Training

4.1 Manages the delivery of patient care training across the photographic section of 
the service, carrying out specialist diagnostic photography and monitoring the 
quality of images produced by others.

4.2     Working with the Head of Department to ensure that trainees, cadets and work   
placements receive the appropriate training which is meaningful and productive.

4.3 Maintaining quality and standards on a daily basis organising review groups and 
photographic meetings.
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5. Policy

5.1 Be responsible for the development of policies and procedures for ophthalmic 
photographic trials, setting standards and agreeing activity across a 
multidisciplinary team.

5.2 Creating training literature.

5.3 Responsible for the production and storage of digital images within the 
department. Developing and maintaining a computerised digital image 
management database systems – both clinical and non-clinical photography. 
Developing associating written procedures.

Professional

6.1     Jointly responsible for ensuring all staff work within the IMI Professional Code of     
Conduct, abide by relevant legislation and NHS working practices. Guiding others 
on local interpretation

6.2 Promoting the Trust’s photographic policy on consent and confidentiality. and 
advising Trust staff on  it’s use.

6.3 To act as champions/custodians to ensure that consent procedures are adhered 
to and that photographic images are stored and distributed with appropriate 
security and confidentiality in line with Caldicott principles and Data Protection. 
Achieved by; 

• Working with Clinical Governance
• Working with Risk Department
• Production of policy in conjunction with the Head of Department
• Preparation of posters

Although this is a list of the key responsibilities of the post it is expected that the post 
holder and manager will develop and define the detail of the work to be undertaken. 
Any changes to the key responsibilities will be the subject of consultation with the post 
holder. 

All employees must adhere to and perpetuate Trust Policies and Procedures relating to:-

• Health and Safety
• No Smoking at Work (whereby smoking is prohibited within the Trust buildings and 

premises)
• Equal Opportunities in Employment, including responsibilities under the Disability 

Discrimination Act.

Your attention is drawn to the confidential nature of information collected within the 
NHS. The unauthorised use or disclosure of patient or other personal information is 
a dismissible offence and in the case of computerised information could result in a 
prosecution for an offence or action for civil damages under the Data Protection Act.
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Supplementary Information for job description

What forms of physical effort are  typically required for the job?
• Requirement to sit for substantially long periods when using the computer  each 

day.
• Requirement to move supplies/stock/print orders within the department or on behalf 

of customers. (up to 7 kilos)
• Direct exposure to smells and body fluids when photographing patients
• Occasional requirements to adopt awkward positions to obtain correct anatomical 

viewpoints when the patient’s movements are restricted.

What forms of mental effort are typically required for the job?
• Daily requirement for long periods of concentration when undertaking clinical 

photography and image manipulation on the computer.
• Frequent interruptions to respond to demand led service where requests are 

unpredictable.
• Can be required to act as expert witnesses in court regarding photographic evidence 

i.e non accidental injury.
• Multi –tasking – being able to complete several jobs running simultaneously. 

Working around problems ie. Computer failure and still completing work to a tight 
deadline.

What forms of emotional effort are typically required for the job?
• Occasional exposure to highly distressing or traumatic incidents – whilst dealing 

with or undertaking photography of child abuse, major injury, foetal deaths, sexual 
abuse and the mortuary.

• First line management of staff who are distressed and require assistance/ support. 

What are the normal working conditions for the job?
• Requirement to use VDU equipment for very long periods

Any other information not already given?
• Occasional  requirement to work in unpleasant working conditions – body fluids, 

odorous/septic wounds and the mortuary.
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Person Specification 

Job Title Deputy Manager
Grade Band 7
Qualification / Training AHCS Registered practitioner with a degree in Medical 

Illustration or equivalent experience.
Post graduate management  / teaching qualification.
Evidence of Continued Professional development and 
professional strategic involvement.
AHCS Accredited registrant

Experience Extensive experience in clinical photography including 
specialist courses / experience in ophthalmic 
screening.
Experience in supervisory role.
Experience in training/education and personal staff 
development.

Skills / Knowledge Detailed knowledge of specialised clinical 
photographic procedures and policies inc. 
ophthalmology, dental techniques and appropriate 
legislation regarding consent, copyright and data 
protection.
Experience in the development and management of 
safe digital image storage systems and associated 
databases.
Advanced knowledge of digital image communication.

Personal Qualities Ability to self motivate & motivate others
Assertiveness
Ability to gain confidence and credibility from a range 
of professionals.

Other Job Requirements Prepared to work flexible hours including evenings & 
weekends if necessary.


