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POSITION DESCRIPTION 
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Te Whatu Ora Waitaha Canterbury focuses on creating a health system and community where people take greater responsibility for their own health, stay well in their homes and communities, and receive timely and appropriate care.

	Position Title
	Nurse Coordinator - Projects 

	Reports to
	Director of Nursing – Christchurch Campus 

	Key Relationships
	Internal
· All Te Whatu Ora -Waitaha Canterbury staff, particularly:
· Director of Nursing, Christchurch Campus
· Nursing Directors
· Nurse Managers
· Service Managers
· Charge Nurse Managers
· Nurse Educators 
· Clinical Nurse Specialist
· Clinical Nurse Coordinators
· Nurse Coordinators – Quality & Clinical Risk Audit
· Nursing staff
· Health Care Assistants
· Quality Manager/Quality Department
· Project Managers/Facilitators
· Professional Development Unit
· Medical Staff
· Allied Health staff

	External
· Health Organisations & Agencies
· Nursing Council of New Zealand
· National Health Speciality Groups
· Health Quality & Safety Commission



	Role Purpose
	To advise and assist with the identification, implementation and monitoring of nursing projects at Christchurch Hospital 
To represent nursing on identified projects at the direction of the Director of Nursing.
Ensure that project objectives identified within the Department of Nursing Business Plan are delivered in an efficient and timely manner.


	Task
	Provide support in the start-up of projects.  This work includes creating Terms of Reference (TOR), setting up Steering Groups, organising resources and meetings as required.  The jobholder will be tasked with ensuring all stakeholders are informed about the project and its purpose.

	Expected Result
	Project Terms of Reference and plans are developed in accordance with the standard project templates and in a timely manner as required by the Project Sponsor.

	Task
	To support the provision of regular progress reports for each project.

	Expected Result

	· Project reports are summarised and compiled as required by the Director of Nursing, Christchurch Hospital.
· Keeps track of progress towards objectives, ensures standards are being complied with and takes action when variances from plan or standards are identified.


	Task
	Provide project analysis/research through work studies, questionnaires and staff interviews.  Analyse all such information, determine conclusions and provide solutions.

	Expected Result

	· Research and studies are conducted in accordance with project management requirements.  All information pertaining to these studies is available for future use, through the preparation of reports (written, and/or graphical), spreadsheets or databases.
· A local and systematic approach to identify and understand problems and identify solutions is used.  Pull together ideas and issues from a range of sources to develop a clear understanding of hospital wide and departmental issues.
· Able to process numerical, financial and statistical information and present it in a clear understandable manner.


	Task
	Prepare presentations and information and deliver this information as required.

	Expected Result


	· Develop presentations, reports and any other relevant information in a manner that enables buy-in and understanding from target audiences.
· Ideas and information clearly presented both orally and in the written form.

	Task
	Facilitate individual and group discussions as required.

	Expected Result

	· Facilitate project meetings for individuals and groups, including focus groups, feedback sessions and project update communications.  Is able to demonstrate the effectiveness of their communication through feedback systems.
· Enhances the team and co-operates with others to achieve objectives.


	Task
	Responsible for maintaining own levels of skill and effectiveness in relevant managerial and professional areas.

	Expected Result

	· Attend relevant professional courses and programmes following prior approval of the Director of Nursing Services
· Keep abreast of current literature and developments in the relevant field of project management.

	Task
	Other duties that may from time to time to be required to be performed as requested by the Director of Nursing Services, Christchurch Hospital or their nominee.

	Task
	Health and Safety

	Expected Result

	Implement or lead emergency procedures and maintain a safe and secure work environment by following relevant Te Whatu Ora policies, protocols, and standards. 
This includes but is not limited to: 
· Practice safe work habits and ensure the health and safety of yourself and others.
· Make unsafe work situations safe or, inform a supervisor or manager. 
· Is knowledgeable about hazards in the work area and the procedures in place to identify and control hazards. 
· Use Personal Protective Equipment correctly and when required. 
· Report hazards, incidents, accidents, and near misses promptly and accurately. 
· Seek advice from manager if unsure of work practices. 
· Complete mandatory training as required. 
· Is knowledgeable of emergency procedures and evacuation plans. 
· Assists in maintenance of equipment as required and reports faulty equipment promptly. 
· Actively practice clinical standard precautions. 
· Maintain knowledge of and promote health and safety policies to staff. 
· Report to the Director of Nursing and General Manager on health and safety issues, meetings, programmes, and initiatives. 


	Task
	Quality

	Expected Outcome
	Every staff member within Te Whatu Ora is responsible for ensuring a quality service is provided in his or her 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. 



PERSON SPECIFICATION

	Qualifications & Experience

	· Registered Nurse with current Practising Certificate.
· Postgraduate qualifications within nursing or health management.
· A broad knowledge of the health and disability sector.
· Knowledge and experience as a project or clinical manager.
· Knowledge and experience working as a clinician.
· Experience working as part of project teams.
· Experience working on improvement initiatives.
· Excellent written and oral communication skills.


	Skills, Knowledge & Expertise

	· Familiarity with MS Desktop (MS Project, Word, Excel and Access).
· Familiarity with Project Management Techniques.
· Presentation and training skills.
· Knowledge of the general principles of Quality Improvement.
· Skilled communicator and proficient at documenting ideas/information.
· Knowledge and experience of clinical activities within a major hospital and its associated patient flows.




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