

	

POSITION DESCRIPTION: Practice Nurse

	Award: Nurses Award 2010 (MA000034)

Job Title: Registered Nurse Level 1, Pay point 1

Reports To: General Practitioners for clinical matters; CEO for administrative matters


Objectives

Our purpose as a Bellbird Medical Centre is to provide high quality care to our patients and community. 

The practice nurse plays a valuable role in delivering high level, clinically focussed nursing care. They are responsible for the optimum delivery of practice nursing service care, including management of long-term conditions, health prevention and screening activities. They will work collaboratively with the general practice team to meet the needs of patients and support the delivery of policy and procedures.

It is important that all members of staff are prepared to undertake additional duties in order to maintain the efficient running of the practice.


Patient Services
· Assist in and perform routine tasks related to patient care including (but not limited to) wound care, doppler, removal of sutures, urinalysis, ECGs, ear syringing, routine immunisations, minor surgery
· Assist with triage
· Requesting pathology tests, for example urine culture, swabs
· follow up patient results and contact patients with test results and perform recalls
· planning and coordinating care include routine monitoring and follow up of patients with care plan
· Identification of patients on medications which needs regular monitoring
· Providing education to patients in areas including (but not limited to) immunisation, drug and alcohol guidance, the management of specific health conditions, and maternal and child health
· Follow agreed clinical protocols with referral to GPs as appropriate
· Responsible for the correct and safe management of the specimens’ process including collection, labelling, handling, use of correct and clean containers, storage and transport arrangements

Billing
· provide billing policies to the patients
· issue invoice and receipts
· handling of cash, EFTPOS and other payments
· check with team if uncertain re billing

Quality and Privacy
· participate in quality improvement processes
· must adhere to NMBA’s code of professional conduct for nurses in Australia, which required nurses to treat information obtained in a professional setting as private and confidential
· Handover of care – ensure patient’s safety and care when the patient’s care is transferred
· Comply with safe and practical work environment

Management of clinical care system
· monitor stock of clinical supplies and place order as per requirement 
· record vaccine fridge temperature in log book
· ensuring compliance with occupational health and safety systems
· safe management of sharps and waste
· decontamination control procedures and maintaining equipment
· ensure nurse and practice rooms are clean, organised and tidy
· general cleaning for the practice
· To comply with the guidelines for the storage, control and administration of medicines and controlled drugs 
· Using appropriate infection control procedures, maintaining work areas in a tidy, clean and sterile, and safe way, free from hazards. 
· Management and maintenance of Personal Protective Equipment (PPE) for the practice including provision, ordering, availability and ongoing correct usage by staff

Expected behaviour
· knowledge of and comply with relevant legislation and common law obligations affecting nursing.
· liaise with patients and their families in courteous, friendly and compassionate manner
· Liaise with GPs and other staff in professional manner
· 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
· Excellent communication skills
· Undertake duties with honesty
· Work independently and productively within the practice
· Contribute positively to the good working relationship within the team
· Be able to prioritise work within established routines 
· Actively contribute to the development of the practice
· Actively be involved and comply with the changes to practice policies and procedures

Other expectations
· Knowledge of ‘reception’ work which include but is not limited to front reception responsibilities (Refer to Medical Receptionist job description BMC-PD-001). 
· May be required to attend nursing homes and aged care for health assessment.

Selection criteria
Essential:
· Registered Nurse 
· Recognised qualification – Batchelor of Nursing
· Professional indemnity cover
· Ability to work independently, show initiative and work productively within a team environment
· Maintain high level of professionalism and confidentiality
· Awareness of national standards of infection control and cleanliness and good practice guidelines
· Understanding the role of nurses in general practice including patient education and health promotion
· Knowledge of current immunisation schedules, Diabetes management, asthma management, enhanced primary care items, infection control, CPR and emergency resuscitation techniques, equipment & drugs.
· Understands National practice standards for nurses in general practice released by The Australian Nursing and Midwifery Federation [ANMF] 

Desirable:
· Previous experience as a practice nurse 
· Immunisation certificate
· Member of Australian nursing and midwifery federation (vic)
· knowledge of computer and relevant software applications
· An understanding of the Medicare Benefits Schedule (MBS)
· Understanding of Practice Nurse Incentive Program (PNIP)


Professional development
The Practice Nurse will have responsibility to keep up to date and informed about new medical developments and equipment. Maintain continued education by attendance at courses and study days as deemed beneficial to practice development or necessary for professional development.


Hours of work
As mentioned in the contract, BMC-C-002. However, from time to time the practice nurse may be required to work reasonable extra hours, as necessary or as per requested for running the practice. This may include working outside business hours, during weekends and or on public holidays

Meal breaks
· As your working hours per day exceeds five hours, you will be entitled to 30 minutes unpaid lunch break
· You will also be entitled to 10 minutes paid tea break in each four hours worked


Position Review
This position will be reviewed in six months from date of commencement and then on annual review.


I, …………………………………………………………….…, acknowledge that I have read and understood and accept the above position description of practice nurse. 
 




Signed ………………………………………………………………………………………...


Date …………………………………………








