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	Job Title
	Nurse team Leader  

	Line Manager
	Practice Manager  

	Accountable to
	Practice Manager 

	Hours per week
	37


	Job Summary

	The  post holder will be required to promote and restore patients' health by developing day-to-day management and long-term planning of the patient care area; directing and developing staff; collaborating with physicians and multidisciplinary professional staffs; providing physical and psychological support for patients, friends, and families.



	Mission Statement

	We aim to provide our patients with the highest quality of healthcare and advice within the resources available to us. Our patients will be treated with kindness, courtesy, and confidentiality at all times. We are committed to continuing education and developments for each member of the surgery team, and to provide a stimulating and rewarding environment in which to work.



	Generic Responsibilities

	All staff at Hathaway Medical Centre have a duty to conform to the following:

Equality, Diversity & Inclusion

A good attitude and positive action towards ED&I creates an environment where all individuals are able to achieve their full potential. Creating such an environment is important for three reasons: it improves operational effectiveness, it is morally the right thing to do, and it is required by law.

Patients and their families have the right to be treated fairly and be routinely involved in decisions about their treatment and care. They can expect to be treated with dignity and respect and will not be discriminated against on any grounds including age, disability, gender reassignment, marriage and civil partnership, pregnancy and maternity, race, religion or belief, sex, or sexual orientation. Patients have a responsibility to treat other patients and our staff with dignity and respect.

Staff have the right to be treated fairly in recruitment and career progression. Staff can expect to work in an environment where diversity is valued and equality of opportunity is promoted. Staff will not be discriminated against on any grounds including age, disability, gender reassignment, marriage and civil partnership, pregnancy and maternity, race, religion or belief, sex, or sexual orientation. Staff have a responsibility to ensure that you treat our patients and their colleagues with dignity and respect.

Safety, Health, Environment and Fire (SHEF)

This practice is committed to supporting and promoting opportunities to for staff to maintain their health, well-being, and safety. You have a duty to take reasonable care of health and safety at work for you, your team, and others, and to cooperate with employers to ensure compliance with health and safety requirements. All personnel are to comply with the Health and Safety at Work Act 1974, Environmental Protection Act 1990, Environment Act 1995, Fire Precautions (workplace) Regulations 1999 and other statutory legislation.  

Confidentiality

This practice is committed to maintaining an outstanding confidential service. Patients entrust and permit us to collect and retain sensitive information relating to their health and other matters, pertaining to their care. They do so in confidence and have a right to expect all staff will respect their privacy and maintain confidentiality at all times. It is essential that if, the legal requirements are to be met and the trust of our patients is to be retained that all staff protect patient information and provide a confidential service. 

Quality & Continuous Improvement (CI)

To preserve and improve the quality of our output, all personnel are required to think not only of what they do, but how they achieve it. By continually re-examining our processes, we will be able to develop and improve the overall effectiveness of the way we work. The responsibility for this rests with everyone working within the practice to look for opportunities to improve quality and share good practice.
This practice continually strives to improve work processes which deliver health care with improved results across all areas of our service provision. We promote a culture of continuous improvement, where everyone counts, and staff are permitted to make suggestions and contributions to improve our service delivery and enhance patient care.  

Induction Training

On arrival at the practice all personnel are to complete a practice induction programme; this is managed by the Operations Manager.
Learning and Development

The effective use of training and development is fundamental in ensuring that all staff are equipped with the appropriate skills, knowledge, attitude, and competences to perform their role. All staff will be required to partake and complete mandatory training as directed by the training coordinator, as well as participating in the practice training programme.  Staff will also be permitted (subject to approval) to undertake external training courses which will enhance their knowledge and skills, progress their career and ultimately, enable them to improve processes and service delivery.  

Collaborative Working

All staff are to recognise the significance of collaborative working. Teamwork is essential in multidisciplinary environments. Effective communication is essential, and all staff must ensure they communicate in a manner which enables the sharing of information in an appropriate manner.

Service Delivery

Staff at Hathaway Medical Centre must adhere to the information contained with practice policies and regional directives, ensuring protocols are always adhered to. Staff will be given detailed information during the induction process regarding policy and procedure.    

Security

The security of the practice is the responsibility of all personnel. Staff must ensure they always remain vigilant and report any suspicious activity immediately to their line manager. Under no circumstances are staff to share the codes for the door locks to anyone and are to ensure that restricted areas remain effectively secured.

Professional Conduct

At Hathaway Medical centre staff are required to dress appropriately for their role. All staff will be provided with uniform .



	Primary Responsibilities

	· Identifies patient service requirements by establishing personal rapport with potential and actual patients and other persons in a position to understand service requirements.

· Maintains nursing guidelines by writing and updating policies and procedures.

· Maintains nursing operations by initiating, coordinating, and enforcing program, operational, and personnel policies and procedures.

· Maintains nursing staff by recruiting, selecting, orienting, and training nurses and auxiliary staff.

· Completes patient care requirements by scheduling and assigning nursing and staff, following up on work results.

· Maintains nursing staff job results by coaching, counselling, and disciplining employees, planning, monitoring, and appraising job results.

· Establishes a compassionate environment by providing emotional, psychological, and spiritual support to patients, friends, and families.

· Promotes patient's independence by establishing patient care goals, teaching, and counselling patient, friends, and family and reinforcing their understanding of disease, medications, and self-care skills.

· Provides information to patients and health care team by answering questions and requests.

· Resolves patient needs by utilizing multidisciplinary team strategies.

· Maintains safe and clean working environment by designing and implementing procedures, rules, and regulations, calling for assistance from other health care professionals.

· Protects patients and employees by developing and interpreting infection-control policies and protocols, enforcing medication administration, storage procedures, and controlled substance regulations.

· Maintains patient confidence and protects operations by monitoring confidential information processing.

· Maintains documentation of patient care services by auditing patient and department records.

· Ensures operation of medical and administrative equipment by verifying emergency equipment availability; completing preventive maintenance requirements; following manufacturer's instructions; troubleshooting malfunctions; calling for repairs; maintaining equipment inventories; evaluating new equipment and techniques.

· Maintains nursing supplies inventory by studying usage reports; identifying trends; anticipating needed supplies; approving requisitions and cost allocations.

· Maintains a cooperative relationship among health care teams by communicating information; responding to requests; building rapport; participating in team problem-solving methods.

· Contributes to team effort by accomplishing related results as needed




	Secondary Responsibilities

	· Be competent with Microsoft Word, Excel, E-Mail, TPP System One, Mjog, AccurX, QOF and Clarity Teamnet

· Responding to emails and telephone calls where appropriate. 

· Develop and maintain effective communications at all levels throughout the surgery and outside agencies. 

· Dealing with general enquiries from members of staff, patients, and the public in a polite and helpful manner. 

· Train all staff in the use of the clinical software and applications we use 

· Be proactive with respect to personal and professional development and become fully conversant with new developments affecting the role 

· Be compliant with personal development when training needs have been identified in the surgery 

· Attend appropriate training courses and develop knowledge and skills in relation to the post (the surgery is committed to providing training and development opportunities for every employee) 

· Ensure confidentiality is always maintained 

· Exercise a duty of care for personal health and safety at work and to other employees of the surgery. 

· Have an awareness and understanding of the surgeries Policies and Procedures. 

· Undertake any other duties appropriate to the grade, required by the Managers 
· Be a professional role model 
· Be responsible for the leadership of the nurse team as a team leader on a daily basis

· Ensure the team members are fully aware of their roles and responsibilities.

· Undertake appraisals and reviews on a regular basis

· Sign off Annual leave and ensure appropriate cover of the department is always maintained with the rota

· Attend team leaders’ meetings and support other team leaders in different departments within the surgery. 

· Be responsible for Apprentices in your team, teaching and ensuring they reach their training potential 

· Champion and lead quality improvement initiatives across your immediate team 




The person specification for this role is detailed below.

	Person Specification Nurse team leader 

	Qualifications
	Essential
	Desirable

	Must be a qualified and registered healthcare professional with the NMC or other governing body.
	(
	

	Certification in clinical governance
	
	(

	
	
	

	
	
	

	Experience
	Essential
	Desirable

	Will have worked as a Nurse practitioner, Paramedic or RGN previously.


	(
	

	Previous managerial experience
	(
	

	Previous managerial experience within a multi discipline setting 


	
	(

	Skills
	Essential
	Desirable

	Excellent Communication and interpersonal skills
	(
	

	Diplomacy and objectivity when dealing with patients
	(
	

	Effective time management skill, including scheduling staff, shift patterns and arranging cover 
	(
	

	Flexible with excellent decision-making skills and the ability to multi-task effectively 
	(
	

	Leadership skills and the ability to provide support and guidance for team members.
	(
	

	Excellent problem-solving skills 
	(
	

	Strong IT skills and knowledge of patient data management systems 
	(
	

	A commitment to patient focused care 
	(
	

	
	
	

	
	
	

	Personal Qualities
	Essential
	Desirable

	High professional standards
	(
	

	Self -motivated, positive, and enthusiastic
	(
	

	Team player 
	(
	

	Ability to prioritise own workload and work to tight deadlines when required 
	(
	

	Personal resilience: ability to cope with additional workloads to ensure the service continues and adaptable to changing demands.
	(
	

	Sensitive and empathetic in distressing situations
	(
	

	Ability to work under pressure
	(
	

	Other requirements
	Essential
	Desirable

	Flexibility to work outside of core office hours
	(
	


This document may be amended following consultation with the post holder, to facilitate the development of the role, the practice, and the individual. All personnel should be prepared to accept additional, or surrender existing duties, to enable the efficient running of the practice.  


