	POSITION DESCRIPTION

	[image: image1.jpg]Canterbury

District Health Board

Te Poar Hauora o \Waitaha







October 2017
This Position Description is a guide and will vary from time to time and

between services and/or units to meet changing service needs

	The Canterbury District Health Board is committed to the principles of the Treaty of Waitangi and the overarching objectives of the New Zealand health and disability strategies.

	
	

	Organisational Vision

The CDHB’s vision is to improve the health and well being of the people living in Canterbury.

Organisational Values

· Care & respect for others

· Integrity in all we do

· Responsibility for outcomes

	
	

	POSITION TITLE:
	Nurse Coordinator-Postgraduate Education 

	
	

	REPORTS TO (Title):
	Executive Director of Nursing

	
	

	REPORTS ON A DAILY BASIS TO:
	Nurse Manager – Nursing Workforce Development Team

	SUPPORTED BY:
Administrator – Postgraduate Nursing Education 

PRINCIPAL OBJECTIVES:


	· Coordinates delivery of the post-graduate nursing funding to meet Health Workforce NZ (HWNZ) contractual requirements
· Ensures eligible Registered Nurses (RNs) have access to and are supported to succeed in HWNZ funded courses (across the Canterbury Health System)

· Coordinates the utilisation of Ara credits for the graduate papers across the Canterbury  District Health Board
· Maintains effective relationships across the health system and the education sector.

· Provides reports to assist the Canterbury Nursing Services achieve key priorities of the Strategic Postgraduate Nursing Education Plan and the HWNZ reporting requirements.


	

	FUNCTIONAL RELATIONSHIPS:
(Who are the customer/consumers/patients)

	INTERNALLY:

	1
	Executive Director of Nursing 

	2
	Canterbury Directors of Nursing and Regional Nursing Leaders

	3
	Nurse Manager – Workforce Development Team and members of the team

	4
	Nurse Manager – Professional Development Unit

	5
	Nursing Directors, Nurse Consultants and other Senior Nursing Roles

	6
	Registered Nurses participating in Graduate Studies and Postgraduate Studies (especially those funded via HWNZ contracts)

	7
	Clinical and Academic Mentors

	8
	General nursing Staff

	9
	Contract Manager and CDHB Accountant for HWNZ contracts for the CDHB

	

	EXTERNALLY:

	1
	Providers of graduate and postgraduate education 

	2
	HWNZ staff and Ministry of Health

	3
	Nursing Council of NZ

	4
	Local community based providers/NGOs as per HWNZ specification

	5
	South Island DHBs and South Island Regional Training Hub

	6
	HWNZ coordinators in other DHBs 

	7
	Nursing staff in the wider Canterbury Health system

	8
	Canterbury Postgraduate Nursing Education Forum members


	KEY PERFORMANCE OBJECTIVES:


	Task
	Coordinate the delivery of the HWNZ Nursing Contract for postgraduate education and coordinate the application and funding support for graduate education and the credit utilisation

	Expected Result
	· Monitor the postgraduate nursing contract ensuring service specifications are met.
· Track the cost centre’s expenditure on training to ensure it remains within the allocated revenue.
· Monitor HWNZ funding priorities. Ensure alignment between HWNZ priorities, the Strategic Postgraduate Nursing Education Plan for Canterbury and the South Island Regional Training Hub Nursing workforce group.
· Work alongside the Canterbury Directors of Nursing and Senior Nursing Leaders during each funding round to determine their priorities and obtain approvals for that application round.
· Manage the work of the Administrator – PG Nursing Education on a day to day basis.

· Provide reports as per HWNZ contract requirements and oversee submission of the monthly invoice schedules.
· Oversee the application and funding support process for HWNZ funded postgraduate study across the Canterbury Health System and Ara Graduate Nursing credits across the CDHB to ensure effective utilisation of  available graduate and postgraduate nursing education funding. 
· Coordinate the redistribution of unallocated HWNZ funding within the South Island DHBs

	Task
	Support the Canterbury Postgraduate Nursing Education Plan and planning process

	Expected Result
	· Support the Executive Director of Nursing to convene the regional Postgraduate Strategic Planning Forum, update the three year plan and develop and implement strategies to achieve the priority goals in collaboration with the Executive Director of Nursing and Forum.
· Contribute to key nursing workforce initiatives, such as Nurse Practitioner pathway, the indicative e educational pathways.
· Provide regular reports and updates to the Canterbury Directors of Nursing Group.
· Prepare and/or coordinate workforce information, responses to consultations documents/submissions. 
· Represent and participate as directed at national, regional and local level nursing workforce planning.


	Task
	Establishes and maintains effective stakeholder relationships

	Expected Result
	· Work with key education providers to ensure programmes meet the DHB and Canterbury region service needs 
· As directed, participates on advisory or expert groups 

· Works with education providers on developing new courses that meet the DHB’s and Canterbury region priorities and nursing workforce developments

· Liaise with library to ensure nurses’ access to library resources

· Arranges support for RNs with study difficulties and provides appropriate guidance and plans to facilitate progress

· Escalates issues that cannot be resolved to appropriate Director of Nursing/Nursing Leaders or Executive Director of Nursing

· Makes recommendations to the Executive Director of Nursing regarding issues arising from training reports from participating 
RNs so that these can be addressed with the educational providers

· Update a quality plan taking into consideration, any issues raised from audit or changes to specifications from HWNZ 

· Works with the other key workforce programmes to ensure ongoing nursing workforce development.  These include PDRP, NETP, DEU, ARC Workforce Development, and the Professional Development Unit


	Task
	Effective Member of the Executive Director of Nursing’s Team (workforce programmes)

	Expected Result
	· Works in an effective manner with Nurse Coordinators and Nurse Educators of other workforce programmes (NETP, PDRP and DEU)

· Establishes a working knowledge of the other programmes 

· Ensures the other workforce programmes are up to date on Postgraduate Education Programme work plan
· Demonstrate a commitment to self-development, which is aligned to this position
· Sets performance objectives as part of annual performance review and identifies development needs

· Establishes networks within the HWNZ nursing programmes for Postgraduate nursing work

· Undertake other duties and projects as reasonably required by the Executive Director of Nursing

· Completes all duties in a professional and timely manner and in the best interest of the Canterbury DHB.


	HEALTH & SAFETY:


	· Observe all Canterbury DHB safe work procedures and instructions

· Ensure your own safety and that of others

· Report any hazards or potential hazard immediately

· Use all protective equipment and wear protective clothing provided

· Make unsafe work situations safe or, if they cannot, inform your supervisor or manager

· Co-operate with the monitoring of workplace hazards and employees health

· Ensure that all accidents or incidents are promptly reported to your manager

· Report early any pain or discomfort

· Take an active role in the Canterbury DHB’s rehabilitation plan, to ensure an early and durable return to work

· Seek advice from your manager if you are unsure of any work practice



	QUALITY:

	Every staff member within CDHB is responsible for ensuring a quality service is provided in their area of expertise.  All staff are to be involved in quality activities and should identify areas of improvement.  All staff are to be familiar with and apply the appropriate organisational and divisional policies and procedures.




	QUALIFICATIONS & EXPERIENCE:

	Essential:
· Registered Nurse with current practising certificate
· A postgraduate nursing qualification

· Broad based experience in nursing across the health system

· Excellent interpersonal skills and proven ability to communicate with nurses and other stakeholders in academic and clinical roles

· Able to work under pressure to fulfil urgent requests within tight timeframes

· Self-motivated and proven ability to contribute to and lead change

· Certificate in adult learning or equivalent
· An understanding of the New Zealand health system including legal, policy and regulatory environment for nursing, including Nursing Council key documents such as Nurse Practitioner and Expanded Practice, NZQA, framework and HWNZ funding policy
Desirable:
· Experience in nursing education programmes/course development and demonstrated teaching abilities 
· In dept understanding of the New Zealand legal, policy and regulatory environment 


	PERSONAL ATTRIBUTES:
Mandatory:
Key Behaviours
· Ability to “work together” in a truthful and helpful manner.

· Ability to “work smarter” by being innovative and proactive.

· Accepts responsibility for actions.

Desirable:
· Ability to provide inspirational and motivational leadership


The intent of this position description is to provide a representative summary of the major duties and responsibilities performed by staff in this job classification.  Staff members may be requested to perform job related tasks other than those specified.

