JOB DESCRIPTION 
	1.  JOB IDENTIFICATION

	Job Title:  
	Senior Charge Nurse Band 7

	Responsible to 
	Clinical Nurse Manager

	Department 
	General Outpatients, UHC and ACH

	Directorate:  
	Surgical Services

	Operating Division:   
	NHS Ayrshire & Arran

	Job Reference:
	

	No of Job Holders:  
	1

	Last Update (insert date):  
	June 2020 


	2.  JOB PURPOSE

	In collaboration with the multidisciplinary team, the post holder will be accountable for the overall assessment, development, implementation and evaluation of programmes of care for a defined group of patients working within the professional standards held in the NMC Code.
The post holder will be accountable for the effective and efficient operational management of all nursing resources within their defined area of responsibility.  This includes responsibility for the implementation of the Organisation’s clinical, corporate and staff governance agendas.

The post holder will have continuing responsibility for the safe and responsive provision of care in their area of responsibility.
Facilitate, participate in audit, quality improvement and quality assurance programmes, promoting evidence based practice and contribute towards the teaching and supervision of junior staff.
The post holder will lead the team ensuring organisational values and behaviours are embedded into practice while ensuring a learning and safety culture.



	3. DIMENSIONS

	· The outpatient departments at University Hospital Crosshouse and Ayrshire Central Hospital cover multiple specialities including general medical, general surgical,upper GI, colorectal,paediatrics, orthopaedics/plaster room, ENT, Breast, Vascular, Respiratory, Cardiology, Rheumatology, Renal, Oncology, Trauma, Gynaecology, Haematology, Urology, Neurology Gastroenterology, Endocrine, Diabetes, Travel, and Vasectomy.
· The departments hosts approximately 150 clinics per week.
· Technology enabled clinics, outpatient clinics, minor surgical procedures and diagnostics take place within the department.
· The post holder will work within the Surgical Services Directorate and is employed by NHS Ayrshire and Arran – making them accountable for all clinical decision making undertaken and for all clinical assessment and treatment under their management.

· The post-holder has a responsibility to teach, supervise and assess student nurses and junior staff, to plan and prioritise and to delegate work to other staff members.   
· The staffing establishment is 38.5WTE and budget including pay and non-pay of £1,448,057, this is subject to change.  The post holder has 24-hour continuing responsibility for the co-ordination of the clinical area.



	4.  ORGANISATIONAL POSITION

	







Band 4 ATOP

Band 3 Clinic co-ordinator





	5.  ROLE OF DEPARTMENT

	· The overall role of the department is to meet the needs of patients requiring outpatient care; providing physical, psychological, social and spiritual needs.  The department provides care for patients requiring treatment for a variety of specialties including diagnostic procedures, minor surgical procedures and general outpatient appointments.
· The department operates as an integral part of Acute Services, promoting patient centred services based upon local and national strategies taking account of the Organisation’s clinical, corporate and staff governance agenda.

· Working collaboratively the department assesses, plans, implements and evaluates individualised programmes of care. 

· The department works effectively to ensure continued patient flow and efficiency in an area with high throughput and demand.

· Approximately 96,000 patients attending annually across both sites

· The department works to promote a culture of openness and honesty and provide a learning and stimulating environment where staff can flourish.


	6.  KEY RESULT AREAS

	Clinical

· Assessment of individual patient care needs and the planning, implementation and evaluation of care, ensuring all forms of care/ instructions are understood and carried out.
· Demonstrate expert clinical knowledge and skill with continuous professional development to maintain high levels of clinical practice.
· To carry out extended roles applicable to their area of work;, plaster application, phlebotomy, seroma drainage, complex wounds; ear suctioning, pessary insertion
· Actively participate in the patient’s journey;
· Raise and maintain patients awareness of health promotion;
· Co-ordinate the structured delegation of workload and deployment of staff;
· Co-ordinate care for a delegated caseload 
· Ensure safe storage and administration of medicines and treatments according to local and national policy.
Management

· Lead and support all members of the team in the provision of safe and effective programmes of care.
· Promote, encourage and adhere to all organisations policies and procedures;
· Undertake health and safety responsibilities identified within the Health and Safety policies, implementing policy and monitoring of compliance;
· Maintain knowledge of current local and national guidelines;
· Monitor nursing practice within the department;
· Monitor, and effectively manage sickness absence, ensuring staff are supported within appropriate Organisational policies
· Lead the recruitment and selection process of personnel, enhancing teams and individuals to achieve maximum performance and positive working relationships;
· Identify, minimise and manage interpersonal conflict, to maintain the trust and support of the team;
· Report and investigate all incidents as per incident reporting policy;
· Participate in and contribute to Surgical Unit page-holding rota;
· Investigate complaints including actions to improve patient care as a result of complaints received;
· Effective management of the nursing and supplies budget ensuring resources are effectively utilised;


	Communication

· The post holder will lead team performance, creating, maintaining and enhancing effective communication;
· Use appropriate negotiation, motivation and persuasive skills to achieve optimum outcomes for service users;
· Demonstrate empathy, sensitivity, support and reassurance when communicating with patients, relatives and staff, particularly in relation to breaking bad news and dealing with emotionally challenging situations, or in situations where there are barriers to understanding, e.g. denial or anger, or when dealing with patients with whom it is not possible to rationalise, e.g.cognitive impairment;
· Establish and maintain effective communication with patients, relatives and the multi-disciplinary team;
· Ensure the maintenance of accurate nursing care plans and all relevant documentation for individual patients;
· Collaborate with other disciplines to ensure that good communications / relationships are established and maintained;
· Co-ordinate and disseminate relevant safety action notices and other essential communication within the department.

Professional/Educational

· Compilation of a record of all staff training, ensuring all mandatory and role specific training is undertaken;
· The maintenance of a high standard of conduct and dress to promote public confidence;
· Ensure that the NMC Code is adhered to at all times;
· Develop and implement staff development programmes;
· Participate in the teaching of nursing and non-nursing staff as appropriate;
· Ensure all nurses in training are allocated a mentor and monitoring the performance of mentors, working in partnership with practice education facilitators and the University as required;
· Take an active role in self-development, extending knowledge and skills as opportunities arise;
· Actively seek opportunities for quality improvement / research of practice within area of responsibility and share findings;
· Develop and implement orientation programmes for new staff;
· Ensure all staff have an annual review of performance and a personal development plan.




	7a. EQUIPMENT AND MACHINERY

	The post holder is expected to have a comprehensive knowledge of all the equipment used in the unit.

Specialised

· Endoscopy and ENT equipment, cast saw, plaster removal scissors, accuvein
Generic

· Glucometer
· Oxygen delivery systems

· Volumetric infusion devices
· Electric bed and chair/examination couches
· Tympanic thermometer

· Hoist
· Patient monitoring equipment

· Bladder scanner

This list is not exclusive and may be subject to change.


	7b.  SYSTEMS

	· PMS

· Patient Group Directives
· Frequent use of several software packages including Microsoft excel, word,  powerpoint and access; clinical portal, Labs orders
· Frequent use of electronic email system;

· Frequent use of electronic rostering system to authorise extra hours / overtime;

· Frequent use of electronic incident reporting system to investigate clinical / non clinical incidents;

· Frequent use of electronic and paper based system of audit to monitor / improve the quality of the clinical nursing services;
· Frequent use of Turas system for the appraisal and personal development of staff.
· Use of near me and attend anywhere and similar technology enabled care
· Use of electronic and telephone patient assessment


	8. ASSIGNMENT AND REVIEW OF WORK

	· Workload is generated by the clinical activity within the department, by the Clinical Nurse Manager, the General Manager and other senior members of staff;
· Work is generated by service developments, advances in practice, research and quality improvement initiatives;
· Review will be annually by formal performance appraisal, personal development plan and objective setting;
· Peer group review.
· Quality assurance reviews and audit



	9.  DECISIONS AND JUDGEMENTS

	· Post holder has autonomy and independence regarding the organisation and delivery of nursing care to meet the needs of the patient and the service;
· The post holder has autonomy in decision making regarding the utilisation of resources within agreed budget;
· Post holder has discretion to work within agreed parameters including the application of Human Resources policies, Health and Safety policies, Infection Control policies and risk management strategies;
· Post holder has the autonomy to proactively identify and resolve operational and clinical issues that impinge on service needs/ patients safety;
· Assessment of patients complex needs (physical, psychological, social and spiritual) to establish change in condition, inform clinical decision making and plan care;
· Provision of professional advice to registered / unregistered staff and students and an ability to recognise own limitations and the requirement for appropriate referral;
· The ability to quickly assess and respond to patient needs in emergency situations.




	10.  MOST CHALLENGING/DIFFICULT PARTS OF THE JOB

	· Identifying and managing interpersonal conflict/and or poor performance of individuals and teams;
· Creating and maintaining fairness and equity to all staff when implementing Human Resource policies;
· Ability to prioritise own workload under continually increasing demands;
· Ability to continually change and adapt to new situations and strategies;
· Being responsive to new practices and communicate these to colleagues and junior staff; 
· Dealing with violence, aggression and abusive behaviours;
· Driving/ leading change to improve quality of clinical care for patients;
· Recognising and responding to the needs and feelings of others;


	11.  COMMUNICATIONS AND RELATIONSHIPS

	· The post holder will lead team performance, creating, motivating, maintaining and enhancing effective communication;
· The post holder will be expected to communicate effectively verbally and in writing with the multi-disciplinary team, colleagues, patients, relatives, carers and senior staff;
· Ability to liaise effectively with external agencies;
· Attendance and participation at ward / department meetings;
· Adhere to the organisation’s policy on confidentiality including the requirements of the Data Protection Act and Caldicott guidelines;
· Coach others in the use of effective communication and the interpersonal skills required to develop/improve performance;
· Demonstrate empathy, sensitivity, support and reassurance when communicating with patients, relatives and staff, particularly in relation to breaking bad news and dealing with emotionally challenging situations. Occasionally deal with situations where patients do not easily understand their care packages due to cultural, language, physical or learning disability;
· The main purpose of communication would be regarding the patients’ conditions and / or issues relating to patient care. The post holder would be expected to communicate with the Clinical Nurse Manager regarding nursing team issues;
· Frequent requirement to receive and communicate complex information tactfully;
· The ability to handle sensitive information in a manner not liable to offend or antagonise.




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

	The post holder will be involved in both clinical and managerial activity and may frequently be required to move between tasks at short notice to meet the needs of the service.  There is a requirement for flexibility of working patterns and for the ability to deal with situations as they arise.  Workload is unpredictable, with priorities changing constantly.

Physical

· Frequently working in highly unpleasant working conditions such as having contact with un-contained body fluids, foul linen;
· Potential exposure to hazards such as verbal and physical aggression;
· Prolonged light to moderate physical effort, including bending, walking, lifting, pushing and operating equipment is required on most shifts;
· Frequent short periods of moderate physical effort, such as moving patients with mechanical aids or hoists, is required on most shifts;
· The post holder will be required to work within limited spaces, and will be required to assist immobile patients;
· The post holder will be required to be able to initiate appropriate emergency care;
· The post holder need to adapt to the shift pattern required and may be required to work a variety of shifts.
Mental

· The post holder will be responsible for the delivery of care to a defined number of patients;
· The post holder will be required to use own initiative and be able to make decisions with minimal supervision;
· The post holder will be required to use own judgement whilst observing patient’s condition and should report any changes to the relevant disciplines;
· There is a requirement for high levels of concentration and for absolute accuracy for clinical and managerial tasks;
· There is a requirement to deal with challenging behaviours/patient groups;
· At all times maintain safety of staff, patients and carers.
Emotional Effort/Skills

· There is a requirement to deal with distressed and anxious patients and carers in a professional and sensitive manner on a daily basis;
· There is a requirement to support staff, and to deal with difficult and demanding situations such as disciplinary action, bullying or managing absence in an appropriate and fair manner;
· There is a requirement to deal with complicated family dynamics and high levels of public expectations;
· There is a requirement to on occasion work in hostile and emotive atmospheres, which may result in the need for sudden intense effort and concentration;
The post holder will be required to deal with complaints, involving meeting the complainant and seeking to address their concerns, whilst supporting staff involved.


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

	· Post holder will be a Registered Nurse with current NMC registration and extensive post registration experience at a senior level within the specialty.
· A degree/specialist qualification or equivalent experience is essential.
· Working knowledge of the organisation’s Policies and Procedures.
· Ability to keep relevant skills / knowledge updated and documented.
· Well developed written and verbal communication skills.
· Be able to supervise and provide a mentorship role to students and junior staff.
· A commitment to lifelong learning and demonstrates evidence of continuing professional development.


	14.  JOB DESCRIPTION AGREEMENT

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

	Job Holder’s Signature:


	Date:



	Head of Department Signature:


	Date:


Clinical Nurse Manager 


                    Band 8A





Senior Charge Nurse


 (This Post) Band 7


                  (This Post)





Deputy Charge Nurses –


Band 6





Staff Nurses 


Band 5





Healthcare Assistant


Band 3





Nursing Assistant


Band 2










