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	Position Title:
	Sheridan Associate Charge Nurse

	Classification & Code: 
	Registered Nurse ANUM Year 1 – 2 (YW11 – YW12)

	Award Coverage:
	Nurses (Victorian Health Services) Award 2000 and Nurses (Victorian Public Health Sector) Multiple Enterprise Agreement 2007 – 2011 and its successors

	Performance Review
	Upon completion of 6 months probationary and qualifying period and annually or as requested thereafter

	Department:
	Sheridan

	Reporting To:
	Nurse Unit Manager

	Direct Reports:
	

	Key Selection Criteria:
	Essential:

Current registration with Nursing and Midwifery Board of Australia as a Registered Nurse Division 1

Demonstrated awareness of staffing and budget requirements.

Demonstrated ability to ensure continuity of care for all residents.

A willingness to support and promote team rules

A proven ability to translate values into organisational culture

Sound clinical skills and knowledge of contemporary residential aged care practice   

Working knowledge of Aged Care Accreditation

Working knowledge of ACFI
Satisfactory national criminal history record check on commencement and every three years thereafter
Desirable:


Post Graduate qualifications in Gerontology.
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POSITION PURPOSE

· The Associate Charge Nurse provides a professional link between the Nurse Unit Manager and the Sheridan team, demonstrating accountable management and administration of Sheridan, in order to provide quality individualised care for respite and permanent residents within the structure and resources of KDHS.

· The Associate Charge Nurse, in the absence of the Nurse Unit Manager, provides leadership and direction for the provision of quality resident focused care across the facility, through the promotion of best practice principles

· As a member of the Sheridan staff, the Associate Charge Nurse initiates, contributes to and participates in strategic and policy discussions for the benefit of quality resident care.

· The Associate Charge Nurse is accountable for specific projects nominated by the Nurse Unit Manager and Director of Clinical Services.

As a member of the Sheridan Department the appointee will contribute to the overall performance of the team consistent with Kyabram & District Health Services Mission, Vision and Values.

KEY EFFECTIVENESS AREAS

	K.E. 1
	DESCRIPTION

	Personal & Professional Development

Demonstrated experience and understanding of the need for continuation of both personal & professional development.
	· Continually develop both personally & professionally to meet the changing needs of your position, career & industry.

· Attend all mandatory training sessions provided by KDHS and be actively involved in other training & development as required.

· Actively participate in the Performance Management process as required.

	K.E. 2
	DESCRIPTION

	Customer 

Service

Excellent communication and interpersonal skills including demonstrated experience in liaising with a wide range of internal and external clients.
	· Achieve excellence in customer service, identifying that customers include patients, clients and residents, visiting health professionals, all staff employed by the Health Service, visitors and the community we are here to serve.

· Act in a professional manner at all times and positively promote the Health Service when dealing with internal & external customers.

· Maintain confidentiality on all issues relating to the organisation, the clients & fellow colleagues.

· Treat all clients with respect & equality, whilst being responsive to their needs.

· Maintain a professional and pleasing telephone manner and be responsive to telephone inquiries.

· Dress and personal presentation to reflect the organisation and/or industry standards and regulations at all times.
· Recognise and report compliments and complaints by customers.

	K.E. 3
	DESCRIPTION

	Administration & Documentation

Through the use of the KDHS processes ensure that all administration

and documentation requirements are initiated and completed in a professional and timely manner.
	· Ensure that all documentation is accurate and completed in a professional and timely manner.

· Adhere to the Health Services Privacy Policy as it is a condition of employment.  Any breach of the rules of privacy/confidentiality relating to the Health Services business, patients or medical records will result in disciplinary action and / or dismissal or a possible fine under the conditions of the Health Services Act (Vic).


	K.E. 4
	DESCRIPTION

	Technical Skills 

& Application

Demonstrated knowledge and application of the skills required for this position. This includes knowledge and understanding of appropriate equipment, legislation, policies and procedures.
	· Sound and contemporary clinical management.
· Direct supervision of staff to ensure that: 

· Appropriate resident care is attended, complying with the individualised care plan (result of assessment)

· Resident care meets contemporary best practice models
· Daily lifestyle and leisure activities occur for each resident, as outlined in the individualized resident care plan, and the participation in such activities is documented
· Documentation of variances to the nursing care plan is accurate and complete.
· Support of staff in areas of clinical problem solving and proactive problem management
· Maintain clinical staffing at safe and efficient levels within the Sheridan budget and the Enterprise Bargaining Agreement.

· Maintain awareness of Aged Care Accreditation, and ensure compliance with Aged Care Standards.

· Medication Management including:

· Knowledge of medications and the potential side effects for older people.

· Maintaining an adequate supply of individual resident’s medications, 

· Ensuring that medication charts are updated

· Documentation of variances.

· Awareness of the No Lift practice and policy and the use of appropriate lifting/transfer equipment
· Working knowledge of the Aged Care Funding Instrument
· Manage demanding and changing workloads, and competing priorities

· Work shifts of differing commencement and finishing times as rostered.
· Demonstrate an ability to use a computer, telephone including mobile phones, and a facsimile machine.

	K.E 5
	DESCRIPTION

	Teamwork & Communication

Demonstrated ability to lead and develop a diverse team or participate as an active member of a team, consistent with the philosophy and policies of KDHS.
	· Be aware of, and practice according to, KDHS mission, objectives core values and strategies. 

· Demonstrate the ability to work consistently positive within a team to achieve team goals.

· Foster effective working relationships within departments and between departments and resolve any conflict in accordance with Health Service procedures and our Values.

· Ensure that all communication is professional, is channeled through the appropriate lines according to this Position Description and KDHS Policies and Procedures.


	K.E. 6
	DESCRIPTION

	Quality / Safety and Risk Management

Commitment to ensuring quality services are delivered to both internal & external clients through the quality, safety and risk management system.
	· Act in accordance with all relevant external legislation & internal KDHS policies and procedures that relate to this position and the organisation.

· Participate in and contribute to quality improvement programs and other organisational activities to meet Accreditation Standards.

· Participate and contribute in Occupational Health & Safety activities to ensure a safe work environment for clients, community, staff and visitors.

· Minimise exposure to incidents of infection / cross-infection of patients, residents, staff, visitors and the general public by adhering to the Health Services Infection Control policies and procedures.

· Cooperate with the Health Services Occupational Health &  Safety, Quality, and Risk policies and to participate in appropriate safety education and evaluation activities.




OTHER POSITION REQUIREMENTS 

· The Associate Charge Nurse must be able to demonstrate his/her physical ability to provide resident care as outlined in each care plan.

· Statements included in this position description are intended to reflect in general the duties and responsibilities of the position.

· Management may alter this position description if and when the need arises. Any such changes will be made in consultation with the affected employee(s).
Inherent Physical Requirements

Kyabram and District Health Services has a duty of care to all staff.   The purpose of this section is to ensure that you fully understand and are able to perform the inherent requirements of the role (with reasonable adjustments if required) and that you are not placed in an environment or given tasks that would result in risks to your safety or others.

The role may require the following tasks among other things:

	1 Nursing / Patient Care Role 

· manual handling ( pushing, pulling equipment)

· general patient handling and clinical nursing duties

· sitting, standing, bending, reaching, holding

· pushing pulling trolleys and equipment 

· general clerical, administration work, computer work 

· use of personal protective equipment and handling

· handling general and infectious waste,
· work at other locations may be required 
· shift work in most roles

	2. Maintenance / Hotel Services / Food Services Staff Role  

· manual handling (pushing, pulling, lifting) 

· generic maintenance work, working at heights

· generic outdoor work 
· operating machinery

· sitting, standing, bending, reaching, holding, lifting

· computer work

· general clerical, computer and some admin work

· use of personal protective equipment and handling

· handling general and or infectious waste,
· work at other locations may be required 

· shift work  in some roles

	3 Clerical / Administration Role  

· manual handling (pushing, pulling, lifting)

· sitting, standing, bending, reaching, holding, lifting
· computer work, data entry 

· general clerical at varying levels , 

· use of personal protective equipment 

· handling general

· pushing and pulling trolleys / filing

· work at other locations may be required
· shift work in some roles
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HEALTH SERVICES INFORMATION


Our Mission


A commitment to excellence in health care


Our Vision


Kyabram & District Health Services (KDHS) aims to be the leading district health service dedicating its resources, talents and skills to improve the health status of our community. 


We will deliver comprehensive services, which are high quality, compassionate, efficient, affordable and accessible to our community. 


We will achieve this vision by leading the development and operation of an integrated health care delivery system embracing acute, aged and community services.
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