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Clinical Job Description

Job Title:	Outpatient Sister - Ashford
Department:	Outpatients
Responsible to:	Matron
Accountable to:	Matron 

JOB PURPOSE

To be responsible for the professional standards of care within the Outpatients department when on duty, ensuring that nursing practice is in line with standards laid down within the NMC Codes and other mandatory and organisational standards.

To provide adequate and appropriate direction, supervision and control, in order that patient care is delivered in efficiently and economically.

KEY RELATIONSHIPS

· Line manager is the Matron
· Pre-assessment Sister
· Work in close liaison with the Nursing staff in all departments
· Patients
· Relatives
· Clerical staff
· Medical staff
· Matron
· Hospital Manager
· Paediatric Sister

KEY RESPONSIBILITIES

Financial 

· To assist with the monitoring and control of resources allocated to the department in order to provide the best value for patients

· To put forward own or other staff’s suggestions for improvements in the financial performance of the ward/hospital

· To maintain the dependency and utilise the information effectively to plan staffing requirements and allocate workload

· To control the use of staffing resource within budgetary limits and to contribute effectively to the analysis and investigation of any adverse variances which may occur

· To assist in the analysis and control of stock holdings of supplies so that they meet the clinical requirements and are within agreed financial targets

· To assist with the analysis of equipment/resource requirements and provide information on the options and justifications

· To assist in the analysis of working practices and implement changes which will eliminate wasteful methods and unnecessary

Business Development

· To assist with the development and implementation of written standards which reflect customer requirements and professional best practice

· To monitor nursing practice to ensure that the specified standards are being achieved

· To assist with the development and updating of policies, procedures and protocols so that they are current and reflect best practice

· To assist with the management and implementation of changes which may be required by the organisation

· To monitor and be aware of any problems with hospital building and/or equipment and liaise with maintenance, security or administration departments

· To contribute towards creating a climate in the department whereby staff continuously review their own work and feel confident to put forward ideas and suggestions

· To assist with the development of new services that can be offered from Outpatients. 

Quality

· To assist with gathering, recording, assessing and storing relevant information, and to contribute to the use of such information in the decision making and problem solving processes

· To assist in the production of annual outpatient objectives aimed at developing nursing practice and correcting any deficiencies identified from audit, monitoring or customer survey processes

· To record and maintain accurate and comprehensive information on staffing and workload on a daily basis

· To gather information on clinical, technical and professional issues and assess its relevance to current/future ward activities

· To assist with the maintenance of an effective storage and retrieval system for information

· To assist in maintaining records to fulfil legal and local requirements on accidents, incidents, complaints and mandatory training

· To prepare accurate and relevant information in order to contribute effectively at staff meetings

· To contribute constructively and appropriately in management meetings and professional working groups

Workforce

· To assist in the production of annual ward/hospital objectives aimed at developing nursing practice and correcting any deficiencies identified from audit, monitoring or customer survey processes

· To continuously assess the relevance to the hospital, of latest technical developments and bring them to the attention of managers and staff within the department

· To assist with the development and implementation of plans to achieve the departmental/hospital objectives

· To evaluate the progress of action plans and assist with the modification of plans as necessary

· To instruct staff so they understand their individual professional obligations and responsibilities as laid down by NMC Codes of Conduct

· To monitor clinical practice on a daily basis to ensure that nursing standards conform to the Professional Codes and to the standards required by the hospital

· To investigate, or assist with the investigation of any lapse in standards and to initiate corrective action promptly

· To contribute to the definition of staffing requirements for the ward in order to fulfil current and future clinical/business requirements

· To assist with the updating of job descriptions and person specifications so that they properly reflect the current requirements of the unit

· To assist with the selection and interviewing of staff

· To participate in the induction of new staff to the unit or hospital and to ensure that they know their professional responsibilities and expected standards of performance

· To assist with the development of training plans for staff based on a systematic training needs analysis

· To undertake formal and informal training with staff groups and individuals

· To contribute to the Personal Development Discussion system and provide regular feedback to staff on their performance against objectives

· To allocate workloads to staff which are appropriate to their skill, experience and competence and in accordance with NICE guidance on safe staffing

· To identify any concerns about the quality of work and initiate action as directed by senior manager

· To maintain accurate and comprehensive communication systems which ensure that staff receive information and instructions in a clear, concise and timely fashion





Clinical

· To provide comprehensive and accurate information and advice to other members of the health care team

· To be responsible for contacting Consultants and communicating with them any concerns raised by patients or their relatives
 
· To control the allocation and flow of work within the outpatients department so that standards are preserved and services are provided to other departments and customers in a timely fashion

· To provide direct supervision and coaching to staff in their work planning and their clinical practice as appropriate to their experience and competence

· To provide coaching and guidance to staff so that they develop skills to undertake reflective analysis of their nursing practice on a regular basis

· To undertake clinical activities which provide opportunities to act as a role model to staff by own nursing practice and behaviour

· To undertake effective assessments and evaluations for patients

· To lead infection control practices and ensure all staff are following policies and procedures correctly

· To supply hand-wash training and competency to all staff in the department


This job description is intended to reflect, in outline, the responsibilities of the post holder, which may change over time with corporate or local business needs of Spencer Private Hospitals.  It will therefore be subject to periodic review and amendment in the light of changing circumstances and following consultation with the post holder.


Signed:  …………………………………………….……… Date: …………………………………..


CORPORATE VALUES
Spencer Private Hospitals has a set of core values which are at the heart of the vision and all that we do.  We expect our team members to demonstrate these values in all areas of their work.
· Customer Focus – We listen and adapt to the needs of our patients and stakeholders
· Responsibility – We are involved and accountable.  We respect, recognise and develop our people
· Innovation – Developing our business is our key driver, innovating our services and products to increase our visibility within the market in East Kent
· Performance – We measure our performance through evaluation of processes, creating efficiencies and striving to improve processes, creating efficiencies and striving to improve
· Teamwork – We value our colleagues and are encouraged to work collaboratively with others and take ownership for our own training and development

BEHAVIOURS
Manager Role (Delete as appropriate)
	CUSTOMER
FOCUS
	Treat patients, customers and colleagues as individuals and ensure that they understand their specific needs and expectations by asking the right questions and listening to their views and concerns. Able to listen and adapt to the needs of our patients and stakeholders, show  commitment to the patient experience and take pride in providing the best possible service every time. Understands that care is core to our business and that the care they deliver helps the individual person and improves the health of the community.

	RESPONSIBILITY
	Takes ownership for the customer/patient issues and does what they can to exceed expectations. Understands their role within the organisation and is clear about the roles and responsibilities of other teams and departments, taking every opportunity to learn more about the wider business.  Supports others in their development, doing what they can to guide, mentor or coach colleagues.

	INNOVATION
	Challenges appropriately and is prepared to raise concerns about quality, safety and performance. Is actively engaged with improving the experience of patients and customers, learns from their experience and seeks to continuously improve their own performance and the performance of the service. 

	PERFORMANCE
	Understands the corporate objectives of Spencer Private Hospitals and consistently produces work of a high standard, taking ownership and seeing tasks through to the end. Is motivated to do a great job and are not afraid to suggest different ways of working to help create efficiencies and improve performance.

	TEAMWORK
	Actively builds and maintains effective and respectful relationships adapting their approach where necessary. Confidently communicates in an open accurate and straightforward way and demonstrates effective communication skills to promote the needs of our patients and customers. Has a clear sense of their role, responsibilities and purpose within their team.





Manager Role  (Delete as appropriate)
	CUSTOMER
FOCUS
	Ensure that team members treat patients, customers and staff members as individuals to ensure that they understand their specific needs and expectations.  Respond effectively to patient, customer and staff member concerns. Able to listen and adapt to the needs of our patients and stakeholders, show commitment to the patient experience and encourage their team to take pride in providing the best possible service every time, keeping patients informed, managing their expectations and checking to ensure that key information has been understood.  
Understands that care is core to our business and that the care that they encourage their team to deliver helps the individual person and improves the health of the community.

	RESPONSIBILITY
	Takes responsibility for their team and ensures that their team take ownership for customer/patient issues and does what they can to exceed expectations. Understands their role within the organisation and is clear about the roles and responsibilities of other teams and departments, taking every opportunity to learn more about the wider business.  Supports their team in their development, doing what they can to guide, mentor or coach their colleagues.

	INNOVATION
	Demonstrates that they are prepared to raise concerns about quality, safety and performance and instils a “safe to challenge” culture within the organisation. Models and creates a culture of improvements and works across systems to improve practice. Demonstrates a culture of continuous improvement within their area and externally. Actively contributes and creates a service where discussion and an exchange of ideas about care is commonplace.

	PERFORMANCE
	Understands the corporate objectives of Spencer Private Hospitals and communicates these to their team. Has a clear vision of where the organisation is going and why.  Is motivated to do a great job and inspire their team.  Is not afraid to encourage and lead different ways of working to help create efficiencies and improve performance.

	TEAMWORK
	Confidently communicates in an open appropriate, accurate and straight forward way, demonstrating effective communication skills to promote the organisation.  Ensures every team member understands their role within the organisation.   Maintains a personal style that gets the best out of teams across the organisation, building a business based on the combined contributions of different people. 
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PERSON SPECIFICATION
Job Title: Outpatient Sister 
	ATTRIBUTES
	CRITERIA
	DEMONSTRATED BY

	
	
	Application
	Interview
	Test

	Education and Qualifications
	Essential
	· Registered Nurse 1st level 
· Evidence of continual professional development
· Teaching and Assessing Course or equivalent
	
X
	
	

	
	Desirable
	· Evidence of continuing education - diploma/degree level
· Leadership Programme
· Management qualification or equivalent experience
· Interest in educational link role
	X
	
	

	Knowledge and experience
	Essential
	· Minimum 3 years post registration / equivalent experience in the Outpatients setting; with a broad knowledge and understanding of multi specialist procedures
	X
	
	

	
	Desirable
	· Experience of managing a department
	
	X
	

	Skills
	Essential
	· Excellent communication and interpersonal skills
· Excellent employee relations track record.
· Clinical leadership and motivating skills
· Commitment to professional development
· Ability to work independently and as a part of a multi-disciplinary team
· Management of clinical risk
· Venepuncture skills
· Track record of ability to implement change
· IT/ Computer Skills Proficient
	
X
	
X
	

	
	Desirable
	· Vaccination/Immunisation skills
· Participation in research, audit and clinical effectiveness projects
· Budgetary skills
· Development of competence based Practice initiatives
· Counselling skills
· Interest in Infection Control
	
X
	
X
	

	Personal Attributes
	Essential
	· Flexible, adaptable and tactful
· Caring, compassionate and friendly personality
· Able to cope under pressure 
· Ability to act as a role model for best practice
· Supportive to staff and committed to staff development
· Committed to providing a quality clinical service
	
X
	
X
	

	
	Desirable
	· Demonstrates initiative and innovative practice
· Ability to be reflective, accept constructive criticism and act constructively
· Positive role model
	
	
X
	

	Other
	Essential
	· Ability to problem solve
· Up to date knowledge of professional nursing issues (revalidation) within multi specialist fields
	
	
X
	

	
	Desirable
	
	
	
	



