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POSITION DESCRIPTION

Organisational Vision: 
South Canterbury District Health Board (SCDHB) is committed “to enhance the health and independence of the people of South Canterbury”.

Organisational Values: I CARE
· Integrity
· Collaboration
· Accountability
· Respect
· Excellence

	
POSITION: ICU ADMINISTRATION SUPPORT


	
REPORTS TO: ICU Charge Nurse Manager 

	
HOURS: As per contract 


	
PURPOSE:
The ICU Administration Support is a key member of the ICU/CCU team within South Canterbury District Health Board (SCDHB) and will work in collaboration with all other DHB clinical and service areas.

This role is instrumental in supporting SCDHB to become an effective patient focused, safety conscious, quality service, professional and performance oriented organisation supporting the needs of the local community. 

	
AREAS OF RESPONSIBLITY:


	· Contribute to effective internal relationships with the ICU /CCU team,  and including the wider hospital staff through proactive and appropriate communication
· Genuine affinity for interacting with patients and other members of the public
· Embrace opportunities for ongoing organisational related education and multi-skilled training
· Have sound organisational, planning skills and able to work appropriately with minimal supervision

	MAIN OBJECTIVES
	· Supports delivery of patient care by providing administration and receptionist services to patients, families, visitors, staff, consultants, and departments that support patient care, and all other patients of a Patient Care Unit 
· Facilitates efficient workflow, supports appropriate use of technology and efficient data entry
· A continuing focus on the needs and requirements of patients, anticipating their needs, remaining sensitive to patients while performing services for them 
· Upholds an impeccable professional standard of confidentiality. 
· Complies with privacy legal requirements relating to information regarding clients/family/whanau.




	
	KEY ACCOUNTABILITIES	

	PROFESSIONAL LEADERSHIP AND ROLE MODEL
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	· Promote evidence-based best practice for improvement initiatives
· Be positive and proactive in relation to organisational developments, inspiring and supporting others to improve services
· Promote best practice and support research
· Work collaboratively with all members of the health care team to enhance patient care delivery
· Promote cost effective practice reporting any issue with stores orders
· Embraces change by keeping an open mind to changing plans and incorporates change instructions into own area of work 
· Maintains and manages CC/ICU database. Including liaising with Australian co-ordination Centre, upgrading and data transfer
· Responsible for collation, data entry and submission of ANZICS Comet (Core Outcome Measurement and Evaluation tool) date on all ICU admissions
· Assists in promoting a culture of continuous quality improvement by participating in quality assurance activities

	PRACTICE STANDARDS, CAREER DEVELOPMENT

	· Performs clearly defined tasks and methods described in detail to achieve standardized solutions that impact own performance with regular guidance.
· Problem Solving/ Complexity of work: Follows a well-established process to solve routine problems where solutions are clearly prescribed.
· Breadth of Knowledge: Has basic job knowledge of systems and procedures that are common to own job.
· Capable of learning clinical terminology.
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	· Type and enter data to a high standard and have the ability to learn new terminology, technology and up-skill in a changing medical environment
· Ensure prompt accurate error free typing / data entry and prompt attention should alterations be required
· Enter any ICU/CCU admissions to ward on patient management system 
· Return completed work and associated patient clinical records punctually and error free
· Accomplish multi-skilled training in any and all areas as requested to a high standard
· Embrace a friendly and professional demeanor face to face and via telephone at all times and with patients, whanau and staff alike  

	WORKFORCE
DEVELOPMENT

	· Promote a team environment across SCDHB which enhances partnership and cooperation across all services.  Looks for key initiatives that support collaboration
· Provide coaching, mentoring and development support to casual staff
· Embrace opportunities for ongoing organisational related education and multi-skilled training as requested by your line manager
· Have sound organisational, planning skills and able to work appropriately with minimal supervision

	QUALITY AND RISK
	· Ensure prompt accurate error free typing / data entry and prompt attention should alterations be required
· Enter any ICU/CCU admissions to ward promptly and accurately on patient management system
· Accomplish multi-skilled training in any and all areas as requested to a high standard
· Maintain calm during emergency events within the department understanding the urgent direction for clerical support or requests e.g. helicopter/ambulance transfers assistance may be provided using very direct communication during these times when there may be no time for softening requests
· Has a sense of urgency around the work agenda with the ability to engage directly in its delivery and produce results
· Demonstrates an in-depth understanding of personalities and behavioural styles in order to work collaboratively with a variety of people at all levels 
· In an emergency situation clerical staff may be required to facilitate clerical duties out of normal hours by agreement

	PROFESSIONAL COMPETENCIES
	· All face to face and telephone enquiries are effectively and efficiently dealt with demonstrating a high level of respect, sensitivity and competency to the situation
· Communicate sensitively with those from other cultures with an emphasis on the implications of the Treaty of Waitangi within the Health Sector
· Greets and directs people to appropriate areas in a warm and welcoming manner

	HEALTH AND SAFETY

	· Implement a risk management approach that ensures risks are understood and continually reviewed to ensure the controls are in place
· Create a culture of risk management around safety
· Implement the health and safety policies, procedures, guides and related systems to ensure alignment with Health & Safety & Work Act 2015 and associated regulations
· It is expected that you will use Safety First to report all accidents or near misses and inform your Manager of any potential hazards

	GENERAL
	· Be well presented in appropriate office clothing
· Be courteous, punctual and respectful of patients and staff
· Seek approval from your line manager regarding personal appointments during work time giving appropriate advance notice
· Notify your line manager of absences during hours of work (e.g. sick leave, bereavement leave, doctors’ appointments etc.), giving appropriate advance notice.
· Undertake any other duties or support to wards/and or departments which may reasonably be required by the employer 

	TREATY OF WAITANGI
TE TIRITI O WAITANGI
	· Comply with obligations under the Treaty of Waitangi, giving effect to the principles of Partnership, Participation and Protection
· Ensure service provision accounts for the cultural needs of clients & family/whanau as appropriate 

	SUCCESS
FACTORS
	Success Factors for the role include:
· Ability to motivate, inspire and engage with the unit team towards effective client centred care
· Collaboration with other internal services which input into client care
· Fosters integration across the unit, the wider service and other internal and external services
· Use initiative to support and encourage the success of the team and the service as a whole
· Excellent data quality
· Health and safety of all staff clients & associated visitors maintained 
· Assist other team members when and where necessary to contribute to the efficient and effective operation of the hospital service stepping up to or cover full time hours where required by agreement 
· Maintains and manages Anaesthesia/ICU database. Including liaising with Australian co-ordination centre, upgrading and data transfer

	KEY WORKING RELATIONSHIPS

INTERNALLY:
· Ward receptionists
· ICU Charge Nurse Manager
· Administration Team Leader 
· Corporate Records and Privacy Officer
· Clinical Nurse Managers
· Clinical Resource Manager
· Anaesthetists
· Other clinical staff

EXTERNALLY:
· Families/whanau of clients
· Primary Care
· Respective Registration Authorities
· Partners in care of patients, including NGO’s, Pharmacists and statutory authorities
· Community groups and organisations
· Government agencies
· Other DHBs

	PROFESSIONAL & LEGISLATIVE STANDARDS:
The ICU Administration Support will:
· Ensure responsibilities of staff are conducted in accordance with best practice, relevant ethical and professional standards 
· ensure compliance with New Zealand statutory laws; (in particular the health coded and privacy_ Acts)
· Comply with organisation-wide and service specific rules, codes of conduct, policies, protocols and procedures including MECA compliance.




The intent of this position description is to provide a representative summary of the major duties and responsibilities.  


Agreed by:


 ----------------------------------------------------  (Job holder’s signature)



-----------------------------------------------------  (Employer’s signature) -------------------- Date  

Date Reviewed:			Reviewed by:			Next Review:

21/12/2021			Lisa Blackler			12/2022
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