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HAMMERSMITH FIELDS ~ TROWBRIDGE ~ WILTS BA14 8LW
TEL:  Surgery 01225 435757 –trowbridge.hc@nhs.net

JOB DESCRIPTION

JOB TITLE:                                 Nurse Administrator 
REPORTING TO:                      Assistant Practice Manager - Governance 
HOURS:			        30 hours a week

Job Summary:

To work as part of the wider nursing team, alongside managers, to ensure that all medical consumables are kept at an optimum level.

To work as part of the wider nursing team, in conjunction with the IPC Lead to ensure that the surgery is CQC compliant with infection control regulations. 

To work in conjunction with vaccination lead nurse to ensure that vaccines are available as required. 

To source, order and regulate stock levels weekly to meet pre-determined levels of drugs, vaccines (including travel) and child immunisations across two sites – THC & Wingfield Road.

To source as requested medical consumables, including PPE, for the Practice across two sites – THC and Wingfield Road. 

To maintain stock cupboards and regulate stock levels weekly to meet pre-determined stock levels for the Practice across two sites – THC and Wingfield Road.

To Co-ordinate with Estate Lead about all medical equipment.

To Co-ordinate with Rota Manager and cancel/re-arrange appointments in case of absence within nursing team.

Main responsibilities: 

Weekly sourcing and ordering to maintain pre-determined stock levels of:
· ICE – on systmone i.e. blood bottles
· Child immunisations 
· Travel vaccines, as and when required

Monthly sourcing and ordering to maintain pre-determined stock levels of:
· Controlled and non-controlled drugs, vaccines, and immunisations
· Medical consumables 
· PPE


Weekly organisation of the deliveries and cupboard stock:
· Put away all medical consumables/drugs delivered to THC and WR ensure stock/drug cupboards are safely maintained across both sites

Maintenance of a Drug Asset register
· Maintain Asset Register for Drugs, vaccines & immunisations to support/record ordering levels 
· Weekly check on expiry dates for all medicines. To rotate stock accordingly.
· Destroy out of date stock in accordance with SOP.  Authorisation to be sought from Infection Control Lead. 

Infection Control Support:
· Six monthly replacements of clinical curtains across both sites 
· Weekly cleaning for fridges
· Monthly Legionella testing
· Support IPC Lead when needed

Appointments:
· Support Rota Manager with cancelling/re-arranging appointments if needed

Annual Flu campaign:
· Audit/rotate flu stock 
· Awareness of cold chain/immunisation storage requirements

Standard Operating Procedures:
· Contribute to SOP’s as requested/appropriate

The above constitutes the main responsibilities of the post and may be subject to change, to meet the needs of the Practice.  Any changes will be discussed prior to implementation, wherever possible.  

Confidentiality:
· In the course of seeking treatment, patients entrust us with, or allow us to gather, sensitive information in relation to their health and other matters. They do so in confidence and have the right to expect that staff will respect their privacy and act appropriately
· In the performance of the duties outlined in this Job Description, the post-holder may have access to confidential information relating to patients and their carers, Practice staff and other healthcare workers. They may also have access to information relating to the Practice as a business organisation. All such information from any source is to be regarded as strictly confidential
· Information relating to patients, carers, colleagues, other healthcare workers or the business of the Practice may only be divulged to authorised persons in accordance with the Practice policies and procedures relating to confidentiality and the protection of personal and sensitive data.
· A Disclosure and Barring Service (DBS) check will be undertaken as a matter of course


Equality and Diversity:
The post-holder will support the equality, diversity and rights of patients, carers and colleagues, to
include:
· Acting in a way that recognizes the importance of people’s rights, interpreting them in a way that is consistent with Practice procedures and policies, and current legislation
· Respecting the privacy, dignity, needs and beliefs of patients, carers and colleagues
· Behaving in a manner which is welcoming, non-judgmental and respects the individual’s circumstances, feelings priorities and rights.

Personal/Professional Development:
The post-holder will participate in any training programme implemented by the Practice as part of
this employment, such training to include:
· Participation in an annual individual performance review, including taking responsibility for maintaining a record of own personal and/or professional development
· Taking responsibility for own development, learning and performance and demonstrating skills and activities to others who are undertaking similar work.
· Undertake mandatory and statutory training as required.

Quality:
The post-holder will strive to maintain quality within the Practice, and will:
· Alert other team members to issues of quality and risk
· Assess own performance and take accountability for own actions, either directly or under supervision
· Contribute to the effectiveness of the team by reflecting on own and team activities and making suggestions on ways to improve and enhance the team’s performance
· Work effectively with individuals in other agencies to meet patients’ needs
· Effectively manage own time, workload, and resources.
· Portray a professional image at all times.

Communication:
The post-holder should recognize the importance of effective communication within the team and
will strive to:
· Communicate effectively with other team members
· Communicate effectively with patients and carers
· Recognize people’s needs for alternative methods of communication and respond accordingly.

Contribution to the Implementation of Services:
The post-holder will:
· Apply Practice policies, standards and guidance
· Discuss with other members of the team how the policies, standards and guidelines will affect own work
· Participate in audit where appropriate.

Changes to this Job Description:
The duties and responsibilities outlined in this list are neither definitive nor restrictive and
may change in detail from time to time as the post develops to meet the changing needs of
the surgery.
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