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JOB DESCRIPTION

	1. JOB IDENTIFICATION

	 
Job Title:

Responsible to:

Department(s):                                         

Directorate:          
                                    

Operating Division:                                   

Job Reference:

No of Job Holders:                                  

Last Update:                               

	
Ward Clerk

Senior Charge Nurse

Ward 2 Glenrothes Hospital

NHS Fife Community Care Services 


Primary Care



1

March 2023


	2.  JOB PURPOSE

	
· To provide clerical and administrative support to the ward. 
· To assist the Senior Charge Nurse with general clerical duties related to the day-to-day administration thereby promoting the smooth running of the ward.
· To act as focal point for multiple enquiries by patient, relatives, and professionals by telephone, email and face to face.


	3. DIMENSIONS

	
NHS Fife Community Care Services - Glenrothes and North East Fife serves a population of 127,000 and is currently split into 3 localities.  This post relates to the Ward Clerk post within ward 2 Glenrothes Hospital 

There are 3 Community Hospitals contained within the division - Glenrothes hospital (59 beds), St Andrews Community Hospital (40 beds) and Adamson Community Hospital (23 beds)



	4.  ORGANISATIONAL POSITION

	
 (
Hospital Services Manager
)
 

 (
Senior 
Charge Nurse
)



 (
Charge
 Nurse
)


 (
Ward Clerk
) (
Staff Nurse
)

	5.   ROLE OF DEPARTMENT

	The ward within Glenrothes Hospital provides high quality care in a safe supportive environment which meets patient’s identified needs.

	6.  KEY RESULT AREAS

	The post-holder:-

· Is responsible for answering telephone calls promptly and courteously and putting them through to the person required or taking a message. 

· Sorts incoming and outgoing internal and external mail.  

· Maintains documentation to a level of organisation for registered staff to carry out admissions and discharges.

· Provide a comprehensive administrative service to all nursing staff including typing of letters, reports and meetings chaired by senior members of staff

· Orders general kitchen supplies for wards.

· Reports any building/equipment defects to the Estates department e.g. electrical, plumbing, telephone, photocopier and any damage caused by vandalism which is also reported to the Police.


	
· Arrange transport for discharges and appointments for patients

· Input Staff rotas on to the electronic Pay System (SSTS) 

· Compile patients admission packs

· File patients records on ward and return to medical records

· Keep track of in patient situation in discharge process involving other services

· Liaise with relatives and friends of  in patients at Charge Nurses/Staff Nurses request

· The postholder will be expected to provide cover for annual leave and absences as appropriate.  

· Undertake any other duties commensurate with the post and grade.

(This list is not exhaustive and may be added to or amended at anytime)


	
7a. EQUIPMENT AND MACHINERY

	Telephone System                                                      Photocopier/scanner 
Personal Computer and Printer                                  Fax                                                       


	7b.  SYSTEMS

	· Paper filing system 
· In Patients records
· Electronic data storage e.g. Word and Excel
· EMPTY DD
· OASIS  (Understanding of)
· Photocopying
· SSTS
· Off Duty records
· e-Travel/expenses, Annual Leave 


	8. ASSIGNMENT AND REVIEW OF WORK

	
· Routine, planned work is mainly generated by health care professionals (e.g. Nurses) and is undertaken in addition to ad hoc work received through telephone calls, mail and email.

· Work will be self generated and the post-holder required to take responsibility for managing their own workload and ensuring all standards and deadlines are met.   

· The post-holder is supported by the Senior Charge Nurse/Senior Staff Nurses who are available in person or by telephone/email for advice and support as necessary.

· Support will be provided via annual PDP reviews.




	9.  DECISIONS AND JUDGEMENTS

	
· The post-holder plans and prioritises their own workload guided by established precedents.

· The post-holder is expected to exercise their own initiative in dealing sensitively with distressed or angry clients and take non-clinical decisions as to when to seek the advice/guidance of the relevant health care professional.


	10.  MOST CHALLENGING/DIFFICULT PARTS OF THE JOB

	
· Prioritising workload to ensure that all deadlines are met.

· Dealing with anxious/distressed/angry patients.

· Priorities can shift on an hour by hour basis so the post-holder must work flexibly to meet the needs of the service e.g. cancelling and re-arranging discharges/appointments at short notice due to a change of circumstances.

· Maintaining systems effectively ensuring time is used efficiently.


	11.  COMMUNICATIONS AND RELATIONSHIPS

	
· The post-holder exercises initiative in making non-clinical, basic decisions, which contributes to the smooth running of the in patient services.

· The post-holder will frequently communicate with colleagues within the ward/hospital, other services, the public, patients/clients, health care professionals, colleagues in other bases, GP staff and line manager by face to face, telephone, fax, email or written correspondence.  The post holder will also have frequent contact with Social Work staff and voluntary organisations.  The post holder will be exposed to person/person’s relatives who will be dealing with death and associated grief patterns relative to this.



	12. PHYSICAL, MENTAL, EMOTIONAL AND ENVIRONMENTAL DEMANDS OF THE JOB

	
Physical Skills
The post-holder is regularly required to stand/sit for periods and use a VDU screen.  The post-holder is required to handle/transport bulky files and mail frequently and other deliveries occasionally.

Mental Demands
Workload is constant and priorities may shift throughout the day.  This can be both physically and mentally demanding.  The post-holder is required to be sensitive to patient/client need and must be aware of possible disabilities e.g. deafness, physical disability, learning difficulty etc and be non-judgmental.

Emotional Demands
The post-holder may occasionally be subjected to aggressive behaviour/verbal abuse from patients/clients. 

Environment
The post-holder works in a busy ward area used by other health professionals which can frequently cause overcrowding and have increased noise levels.  Tasks may be interrupted and concentration is required when taking patient details etc.


	13.  KNOWLEDGE, TRAINING AND EXPERIENCE REQUIRED TO DO THE JOB

	
The post-holder requires to:-

· Have a good standard of English and numeracy.
· Ability to communicate clearly with staff, patients, relatives and other departments is essential.
· Be proficient in relevant IT packages to support the duties listed under ‘Key Result Areas’.
· Have the ability to work using own initiative and recognise when guidance/advice is required.
· Identify training needs through Personal Development Planning.
· Be familiar with the Caldicott Guidelines, Data Protection Act 1998 and the Freedom of Information (Scotland) Act 2002 with regard to patient confidentiality and handling of patient information.

“Mandatory Induction Standards and Code of Conduct for Healthcare Support Workers – NHS Circular CEL(2010)23

Your performance must comply with the “Mandatory Inductions Standards for Health Care Support Workers in Scotland” 2009; and with the Code of Conduct for Health Care Support Workers, both as amended from time to time, which will be issued with your contract (further copies can be obtained from Human Resources). Failure to adhere to the Standards or to comply with the code may result in poor performance measures or disciplinary action and could lead to dismissal; or if you are self-employed, such failure will be deemed to be a breach of an essential term of your contract, allowing us to terminate with or without notice."

	14.  JOB DESCRIPTION AGREEMENT

	A separate job description will need to be signed off by each jobholder to whom the job description applies.

 Job Holder’s Signature:

 Head of Department Signature:
	


Date:

Date:
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