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Job Description Template 

PLEASE ENSURE ALL JOB DESCRIPTIONS ARE SUBMITTED AS PER THE FOLLOWING LAYOUT WITH ALL SECTIONS COMPLETED. ENSURE THE JOB DESCRIPTION IS REVIEWED AGAINST THE CURRENT POST AND DOES NOT CONTAIN ANY SUBJECTIVE COMMENTS INSERTED FOR THE PURPOSE OF A PREVIOUS JOB EVALUATION PROCESS 

	· JOB IDENTIFICATION

Job Title: Ear Nose and Throat (ENT) Nurse Specialist 
Responsible to: CNS Lead Nurse
Department: Paediatric ENT
Directorate: Women and Children
37.5hrs to meet the needs of the service



	2.  JOB PURPOSE

	The post holder will be an integral member of the multidisciplinary team within the Royal Hospital for Children to set up a specific nursing service for the Ear, Nose and Throat (ENT) patient group. 
The post holder will facilitate the provision of direct care and support to children and family with a confirmed ENT condition. As a recognised expert in the speciality they will have responsibility for providing specialist nursing advice and support to in-patients, out-patients and their families from the time of diagnosis throughout the care pathway. 
The post holder will utilise their clinical expertise, leadership skills, education and management to ensure a seamless services for patients, families/ carers and the wider clinical team. 


	3.  ORGANISATIONAL POSITION
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	4.  SCOPE AND RANGE

	The post holder will be the nursing lead in the co-ordination of protocol driven clinics, as part of a two-person nursing team (responsible to the CNS Lead Nurse). The post holder will assess patients with recurrent tonsillitis, ear care ( wax impaction), infantile tongue-tie, recurrent ear infections, otitis media with effusion, foreign bodies within the ear, post- operative grommet insertion checks,  epistaxis, fractured nasal bones and post –operative wound care.
The post holder will be expected to perform minor procedures such as tongue tie division (frenulotomy), removal nasal and ear foreign bodies, will also be expected in supporting medical staff in removal of foreign bodies (including administration of Entonox), ear irrigation (wax), cautery of nasal septum (including prescribing topical antiseptic cream/ointment), reduction fractured nasal bones (including application of local anaesthetic and manual manipulation) and skin prick testing (for allergy). They will also be expected to assess and interpret audiograms. 
The post holder is expected to provide education to other members of staff regarding the management of the above conditions; as well as provide education to parents/carers/patients regarding avoidance techniques and nasal spray and drop technique assessment for nasal allergy patients. 

There is a managerial element within this role which will include; line management of ENT CNS; prioritising and booking patients on to the Rapid Access Clinics; phone clinics to contact and review patients on the operative waiting list to assess if surgeries were still required. 

The post-holder will be integral to audit of Service to assess utilisation, prioritisation and ongoing effectiveness.



	5.  MAIN DUTIES AND RESPONSIBILITIES

	Clinical:
· To establish, and be accountable for the delivery of, nurse-lead clinics, which are protocol driven.

· As part of a multidisciplinary team, develop, implement and maintain policies, procedures and protocols to ensure the delivery of the highest level of patient care at all times. 

· As an autonomous practitioner with specialist skills the post holder will take responsibility for the management and care co-ordination of an ENT caseload, identified coordination of patient group inclusive of investigations prior to treatment and throughout treatment.

· The post-holder is a Team Lead for nursing service and provide leadership, governance and direct line management to nursing staff within team.

· The post-holder will ensure protocols/guidelines used within nursing service are current and up to date and referenced appropriately.

· The post-holder understands and is competent with appropriate governance measures in place. 

· Work in partnership with all members of the multidisciplinary team, encouraging and promoting effective team working from all disciplines within the unit.

· Provide support to children and families on completion of procedure /treatment and co-ordinate treatment investigations and continuing follow up.

· Offer telephone consultancy/ advice to children and families.

· Coordination role in regular clinics, taking a lead on nursing issues.

· Provide information, education and support to children and families, acting as an advocate as necessary. 
· Establish links with other organisations providing support and information and utilise these additional resources where necessary.
· Assess, plan, implement and evaluate care as an autonomous practitioner with specialist skills.

· Improve and maintain standards of care within the speciality.

· In conjunction with colleagues ensure effective communication by liaising with all appropriate members of the MDT and ensuring a seamless service between acute and primary care services. 

· Communicate very sensitive care related information to patients and relatives empathetically, and provide appropriate reassurance, including complex clinical information that will need to be conveyed in language that can be understood by the recipient. 

· Provide appropriate verbal and written information, empowering the patient/parent to make informed decisions. 

· Further develop their knowledge, competence and skill through regular supervision, appraisal, personal development plans and appropriate training programmes.
· Be aware of and adhere to Divisional policies and procedures, and ensure team compliance.
Management:

· Provide line management of ENT CNS within team, including management of sickness and absence, staff appraisal, performance management, and career development.

· Provide leadership and professional advice/ support to nursing colleague within the team, ensuring that they have the necessary knowledge and skills to provide excellence in practice when caring for children with ENT conditions. 

· Act as a positive role model for nurses in the hospital through the demonstration of strong leadership skills.

· Demonstrate the ability to provide an initial response to questions and complaints, and have a working awareness of the hospital’s complaints procedure.

· Organise own workload including education and training. 

· Contribute to the development and implementation of evidence-based policies, protocols and guidelines within the speciality in collaboration with other professional groups and users. 

Training and Education

· Educate patients and relatives about their condition and treatment.
· Ensure written information is current, easily accessible and available for patients, families and other healthcare professionals.

· To lead on and facilitate the development of quality initiatives such as audit, evidence based practice and risk management within a culture of continuous quality improvements. 

· To participate in individual performance review annually; and undertake these for members of nursing team.
· To participate in education forums locally, nationally and internationally.
· To ensure that professional knowledge and practice is continuously updated. 

Research /Quality Improvement
· To participate in clinical audit and research relevant to speciality.
· To ensure that relevant research findings are translated into practice.

· To work with the multidisciplinary team to develop standards of care and undertake evaluation to monitor the impact on patient care.

· To regularly undertake literature reviews to ensure practice is based on best evidence. 

· In conjunction with multi-professional team ensure clinical trials of this patient group are undertaken in a professional manner conducted in relation to patient/service improvement.


	6. SYSTEMS & EQUIPMENT 

	The post holder must be confident and competent in the use of:
· Relative skills for equipment appropriate to carry out role, including but not limited to: Airway adjuncts including endotracheal / tracheostomy tubes, oral / nasopharyngeal airways and ambu bags; Monitors; Volumetric pumps; Syringe pumps; Blood glucose monitoring; Needles / syringes and blood sampling bottles; Suction equipment; Manual handling aids including hoists, boards and slide sheets; Resuscitation trolley; ECG Machine
The post holder is responsible for:

· ensuring that staff are aware of the responsibilities placed upon them under the Health and Safety at Work Act 1974, to ensure that the agreed safety procedures are carried out to maintain a safe working environment for patients, visitors and employees.

· Following, and ensuring staff follow, local and Board processes for incident/accident reporting.

· ensuring the safe use of equipment, for maintaining appropriate levels of stock in own area of practice, and for ensuring appropriate equipment or supplies are purchased.

· inputting information into electronic patient record where applicable and also into patients written records. They will comply with the Data Protection Act, Caldicott Guidelines and local policies regarding confidentiality and access to medical records and ensure all staff comply with policy.

· promoting the use of Information Technology to benefit personal development and patient care.

· developing and implementing policies and protocols for own area of work.
· proposing appropriate changes to working practices and procedures for own area of work.
The post holder is responsible for managing and inputting staff rostering and SSTS salary information such as shifts and absences. 

The post holder will use:

· Microsoft Office

· SSTS

· eESS

· Jobtrain

· TURAS

· Datix

· Clinical Portal

· Trakcare

· Intranet/internet

Note: New systems may be introduced and the organisation and technology develops.



	7.   DECISIONS AND JUDGEMENTS

	The post holder will be required to work with a high degree of autonomy, making clinical decisions in the management of case load and individual patient care on a daily basis. The post holder will use expert knowledge, clinical guidelines, and professional discretion provide advice and support to families. This will include planning, prioritising and referring to other agencies.
The post holder is professionally accountable for his/ her own actions without direct supervision. They will recognise their own limitations and refer to colleagues as appropriate.

The post holder must work within the NMC Code of Professional Conduct, and comply with the Boards policies, procedures and guidelines. 

The post holder will support and develop staff to broaden their skills, knowledge & experience in the interests of succession planning. 

The post holder will exercise the ability to challenge any interaction, which fails to deliver a quality seamless service.

The post holder will initiate and follow through appropriate procedures when a breach of policy occurs.

The post holder is responsible for the development of action plans to address any system failures.

The post holder works collaboratively to meet the demands of the service.



	8.   COMMUNICATIONS AND RELATIONSHIPS

	1. Engage in effective communication with patients, relatives and visitors, often delivering complex clinical and/or sensitive information and/or where there are barriers to understanding.

2. Demonstrates effective verbal and written communication with all members of the multidisciplinary team within own department and relevant departments, which service the clinical area.

3. Referrals to a wide range of other healthcare professionals and specialities, which may include the admission, or discharge of patients from hospital.
4. Provides support, empathy and reassurance in the delivery of patient care.

5. Contribute to a supportive environment in the interest of staff morale.


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

	Physical Skills

· Technical and manual dexterity/expertise required for invasive procedures.

· Performing venepuncture, cannulation and administering of intravenous drugs 

Physical demands

· Moving and handling of patients from self-caring to total dependence
· Moving and handling of equipment 

Mental demands

· Requires concentration to analyse and interpret information and formulate a care pathway

· Frequent interruptions on a day to day basis
· Respond quickly and effectively to the changing demands of patients and families

· Advanced problem solving skills and the ability to make quick decisions when under pressure.

· Effect and prompt complaint handling

Emotional demands

· Dealing with distressed patients and relatives, exposure to distressing, emotional, traumatic situations on a frequent basis

· Leading and motivating the team and providing reassurance in challenging circumstances

Working conditions

· Workload is unpredictable as may need to change activity due to patients or departments needs

· Exposure to body fluids/therapeutic products on a daily basis

· Assist with or undertake EPP in defined areas therefore requiring appropriate Occupational Health Screening and clearance


	10. MOST CHALLENGING/DIFFICULT PARTS OF THE JOB

	1. Eliciting information and making decisions on case management based on highly complex holistic information e.g. patient symptoms, diagnostic results, social circumstances.

2. Planning and implementing individual patient care within the context of an interdependent healthcare team.

3. Communicating and supporting distressed/anxious/worried relatives and patients/colleagues.   
4. Continually reappraise the effectiveness of resources against the unpredictability of service demands.            
5. Balancing patient contact and managerial responsibilities and prioritising a busy and demanding case load.     


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

	This level of practice is characterised by high level of autonomous clinical decision making. 

This post holder will require:

· Practice learning/transferable work-based learning and significant, comprehensive post registration experience within a healthcare setting, some of which must be at a senior practitioner level.
· A commitment to lifelong learning and demonstration of evidence of continuing professional development. 
· Demonstration of experience in managing staff, leading a team, providing education and training and establishing a supportive, learning environment.  
· Successful track record in working in multi-disciplinary team settings and promoting collaborative approaches to delivering excellent patient care.
NMC Registrant Nurse. Education to Degree level or Equivalent, knowledge and experience in ENT specialism. Willing to engage in further education in order to enhance specialist knowledge and be willing to share this within the team; clinical skills courses (i.e. surgical skills or prescribing).


	12.   PERSON SPECIFICATION 

	ESSENTIAL

DESIRABLE

Professional Qualifications

Registered on part 1 of the NMC register 

(
NMC Qualification as nurse Prescriber

(
Education 

Degree in nursing or related subject (or working towards one until 2005)

(
Specialist qualification/post registration training in specialty (where available)

(
Masters degree in nursing or related subject (or working towards one)

(
Experience/Knowledge

Proven post registration clinical experience within paediatrics.
(
Track record in mentorship and preceptorship

(
Teaching experience

(
Evidence of ongoing professional development 

(
Experience of standard setting and auditing

(
Experience of policy development

(
Evidence of undertaking audit

(
Evidence of applying evidence based practice

(
Research experience

(
Able to use evidence in practice and teaching

(
Knowledge of community nursing and resources 

(
Knowledge and awareness of interagency structure

(
Experience of interagency work

(
Proven experience in management of Ear, Nose and Throat conditions
(
Community experience

(
Knowledge of Child Protection Systems

(
Skills 

Evidence of clinical leadership skills development

(
Manual handling skills

(
Resuscitation skills

(
Mentorship and preceptorship skills

(
Excellent communication skills in all methods of communication

(
Evidence of management skills

(
Complaints handling skills

(
Qualities

Ability to work autonomously and in teams

(
Pleasant and positive attitude

(
Ability to motivate others

(
Self starter

(
Ability to influence and negotiate

(
Other
Flexible-prepared to work as role demands

(



