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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 Title:

	Health Care Assistant / Ward Administration


	
Hours:

	
 Job Share: Full or Part-Time to cover shifts 7 nights per week

	Department:

	
   Kensington Mental Health Inpatient Unit 

	Reporting to:

	CNM




	Functional Relationships:
Internal:									External:
Director of Nursing ,Midwifery & Allied Health 
Service Manager 					           Visitors
Nursing Staff							Families 
Administration staff
Non-Clinical Support Staff
		Medical staff
		Allied Health staff					
		





	Primary Objectives:

· To complete necessary administrative functions including data entry, file audits, file discharges and other administration tasks as required by this service.
· To assist and support Registered Nurses and Enrolled nurses in their care for patients in accordance with designated standards of practice and other delegated duties associated with the efficient running of the ward
· Manage the ordering and levels of medical supplies and consumables in an efficient manner


	AREA  OF RESPONSIBILITIES
	PERFORMANCE MEASURE

	Assist the nursing staff to ensure consistency and quality of nursing care 
	· In conjunction with a Registered Nurse or Enrolled Nurse , assist in the delivery of nursing care to patients in accordance with individual health care consumers needs, standards of nursing practice, policies, and doctor’s orders and under supervision of registered / Enrolled  nursing staff.
· Maintain confidentiality in his/her work, especially regarding information related to patients and their treatment.
· Prevent cross infection by observing basic rules of hygiene.
· In consultation with the Registered/ Enrolled Nurse   recognise  resident’s/ family’s social, cultural, spiritual, physical, emotional and intellectual needs, and utilises suitable people / resources to meet these needs 
· Undertakes other tasks as directed by Registered Nurse.

	Maintain professional skills
	· Undertake any educational qualifications required for the service 
· Participate in education programmes that are relevant.
· Be familiar with all emergency procedures and equipment and their use within the ward.
· Actively participate in quality improvement activities.

	Maintain good communication and interpersonal relationships within South Canterbury  District Health Board 


	· Demonstrate effective communications with all staff, patients, relatives and other health professionals.
· Be polite and courteous at all times 
· Create a positive environment, challenging negativity
· Demonstrate a professional and helpful attitude in his/her interactions with consumers and the health care team.
· Contributes to team meetings / staff meetings
· Recognise that people are entitled to consideration and respectful care without prejudice against gender, ethnic background, lifestyle, education and religion.
· Demonstrates clear and concise documentation and liaison with other health care professionals

	Ensure the provision of a safe, clean environment for patients, staff and visitors

	· Undertakes the ordering of supplies when required 
· Ensures supply order is timely and items ordered are received.
· Demonstrate responsible use of and maintenance of consumables and equipment.
· Appropriately report incidents and problems to the Charge Nurse Manager.
· Observe and practice safe work methods using safety equipment where it is provided.
· Report unsafe working conditions or equipment to the Charge Nurse Manager
· Have an understanding of health and safety requirements for SCDHB
· Ensures supplies of documentation are re-stocked in clinical areas

	Actively uphold South Canterbury  District Health Board’s philosophy, policies and procedures

	· Ensure all policies, procedures and standards of practice of South Canterbury District Health Board, relevant Acts, Regulations, Employment Contracts and statutory obligations are adhered to within the principles of Equal Employment opportunity and the Treaty of Waitangi
· Maintain ethical standards and client confidentiality at all times

	Perform such other duties as may be reasonably required
	· Undertake duties as directed in an efficient and productive manner which may include
· Assist with client personal cares
· Safety watching when required
· Assist with environmental housekeeping
· Assist with admission and discharge ward requirements



Personal Qualities, Qualifications and Experience:				
	
	Essential
	Preferred

	EDUCATION
	· Have a high level of literacy and be able to write                               legibly.
· Excellent computer skills
	· Have attained a Caregivers Course or have completed an accredited Carers Education Programme

	EXPERIENCE AND KNOWLEDGE
	· Cultural awareness and understanding of the implications of the Treaty of Waitangi.
· Have proven competence in carrying out basic manual tasks
· Have good computer skills 
	

	SPECIFIC SKILLS
	· Mature, responsible outlook.
· Self motivated with positive attitude to life.
· Self confidence
· Clear communication skills
· Ability to work as part of a team
· Flexibility
· Be prepared to work rostered shifts
· Sense of humour
	

	PERSONAL QUALITIES
	· Tidy presentation
· Bright personality
· Compassionate
	








Line Manager            ___________________________ Date____________________


Employee’s Signature: ___________________________ Date _____________________
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