SPENCER PRIVATE HOSPITALS
Clinical Job Description

Job Title:  	Health Care Assistant	
Department: 	Outpatient Department
Responsible to: 	Outpatient Manager
Accountable to:	Matron

JOB PURPOSE  

To work as a team member within the work environment carrying out assigned tasks involving the direct/indirect care of the patient in support of, and supervised by, a registered nurse.

KEY RELATIONSHIPS 

· Line manager is the Outpatient Manager
· Work in close liaison with the Nursing staff 
· No line management responsibilities
· Patients
· Relatives
· Administration staff
· Medical staff
· Matron

KEY RESPONSIBILITIES

Clinical

1. Work to eliminate avoidable infection by working according to infection control policies

1. Demonstrate consistent high standard of hand hygiene practice and promote standards to staff, visitors and patients

1. Deliver patient care in support of the qualified nurse

1. Act as chaperone and witness during consultations, assisting when required with examinations

1. Prepare and maintain clinics

1. Maintain stock levels in consulting rooms & clinical area and report any stock requirements to nurse in charge

1. Demonstrate knowledge and skills regarding equipment, instruments used in clinics, cleaning, maintaining and storage of such equipment

1. Maintain good relationships and develop good communication skills within the department

1. Treat all matters relating to patients and other staff as confidential

1. Communicate any relevant messages or instructions to a senior member of staff

1. Learn to adopt an attitude of flexibility in order to be a team member

1. Collection of MSU, CSU & stool specimens

1. Undertake tasks following relevant training and competency assessments in i.e. Venepuncture, ECGs, suture and clip removal

1. Remove dressings and apply simple dressings when requested by nurse in charge to do so

1. Will be required to learn and assist with Endoscopy and Dermatology procedures

1. Deal carefully with patients’ personal property, ensuring their privacy & dignity at all times

Financial 

· To be ‘cost aware’ and utilise equipment and resources in an appropriate manner

· Checking of stock levels of consumables as required for each clinic

Business Development

· To assist the Out Patient Department to continue to grow the business

· To act in a manner as to justify public trust & confidence and to uphold the good reputation of SPH

Quality

· Participate in regular audits of nursing standards and practice

· Use the clinical incident reporting procedure for reporting untoward incidents

· To ensure that all local policies and legal requirements relating to clinical care and Health & Safety are complied with

· Assist in the investigation of complaints in relation to patient care, reporting to the ward/unit manager

· Comply with COSHH regulations and the Health and Safety at Work Act

· To be involved in the delivery of best quality patient care & safety at all times

· To ensure the working environment is safe for both patient’s & staff at all times

· To recognise & report any situation which may affect the quality of patient care to the relevant staff member

· To participate in personal development & identify own personal development needs & objectives

· To participate in mandatory training sessions & attend OPD meetings when required

Workforce

· Act as the patients’ advocate

· Work under the supervision of a registered nurse in implementing plans of care to ensure that patient’s physical, social and psychological needs are met

· Ensure privacy and dignity of patients is maintained at all times

· Minimise risk of harm to patients, staff and visitors by working according to risk management policies

· To contribute towards the orientation of newly appointed Healthcare Assistants and non-nursing staff

· Being aware of the environment and reporting to trained staff risks identified


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
Non-Manager Role.
	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.
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PERSON SPECIFICATION
Job Title: Health Care Assistant OPD
	ATTRIBUTES
	CRITERIA
	DEMONSTRATED BY

	
	
	Application
	Interview
	Test

	Education and Qualifications
	Essential
	· NVQ II in healthcare or equivalent experience
· Maths and English (GCSE or equivalent) grade C or above
	X
X
	
	

	
	Desirable
	· NVQ III in healthcare
	X
	
	

	Knowledge and experience
	Essential
	· Previous experience in an acute hospital setting
· Demonstrable experience of patient centred care
· Previous experience liaising with clients and other members of a multi disciplinary team
	X
X
X
	X
X
X
	

	
	Desirable
	· Previous experience in an Outpatients department.
· Knowledge of Care Quality Commission regulations and requirements
	X
	
X
	

	Skills
	Essential
	· Ability to work independently
· Willingness to undertake mandatory and specific training in the department and any relevant external courses appropriate to the job
· [bookmark: _GoBack]Basic IT skills
	X



X
	
X
	

	
	Desirable
	· Cannulation and Venepuncture
	
	X
	

	Personal Attributes
	Essential
	· Clean and tidy presentation
· Ability to work under pressure
· Excellent communication and interpersonal skills
· Excellent team work and organisational skills
	
X
X
	X
X
X
	

	
	Desirable
	· Ability to work flexibly and collaboratively as part of a team
	
	X
	

	Other
	Essential
	· To be aware of and adhere to SPH vision, mission and values
· To be professional and discreet at all times
	
	X

X
	

	
	Desirable
	
	
	
	



