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1. I'd like to request the following job description under freedom of information for the following roles within Mersey and west Lancashire NHS trust.

	Head of patient flow sdgh 
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	Clinical coordinator (bed manager) sdgh/ odgh
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	Theatre coordinator band 4 sthk/ Whiston
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Job Description 
 


Job Information 


Job Title: Surgical Patient Flow Co-ordinator 


Directorate/Service: Surgery Division 


AFC Band: Band 6 


Accountable/Responsible To: Associate Director of Nursing  


Base Location: Southport and Ormskirk Hospitals 


AFC Reference:  MWL105 


 


Purpose of the role 


The post holder will be responsible for the effective and efficient provision of the Trust Bed Management 
Service and will co-ordinate all elective admissions to the Trust, whilst supporting the Clinical Co-
ordinator with emergency admissions. 
 
Liaise with Wards and Departments in order to co-ordinate day-to-day planned care activity, ensuring 
patients are admitted and discharged in a safe and timely manner.  
 
Work proactively within a multi-disciplinary team in order to establish projected discharge dates and 
promote early discharge opportunities to improve bed utilisation. 


 


Main Tasks and Responsibilities 


1. Co-ordinate all elective admissions and support emergency admissions.  


2. Place the patient in the appropriate clinical environment to enable effective care management, 


giving consideration to the patient’s clinical condition and dependency, staffing levels and skill 


mix on the Ward. 


3. Contribute to management of the effective workload and clinical activity whilst relating it to the 


clinical priority, bed capacity and national targets. 


4. Maintain accurate knowledge of bed availability, liaising with bed bureaux, other Hospitals. 


5. Attend regular activity meetings with senior staff and give accurate reports of Hospital capacity 


and escalation status. 


6. Assist with ensuring daily information reporting is completed and sent to the appropriate 


Departments both Trust-wide and regionally. 


7. Identify clinical risks and ensure that appropriate action is implemented in accordance with the 


Trust Risk Management Policy. 


8. Prioritise elective admissions, arrange and monitor cancellations.  
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9. Provide where cancellations are necessary, direct, personal and sympathetic handling of patients 


and their relatives. 


10. Facilitate the timely, effective, appropriate and safe discharge of patients from the acute service 


to the community. 


 


11. Contribute to a reduction in the average length of stay by stated targets and identify action to 


reduce “bed block” with in the patient journey. 


12. Assist with maintaining and developing systems for monitoring discharge planning and delayed 


discharges working in conjunction with the Discharge Planning Team to facilitate this. 


13. Assess regularly the status of patients on each Ward, determining whether delays in investigation 


/ treatment are preventing progress towards discharge.  


14. Assist with arranging the transfer of patients internally and from other Hospitals.  


15. Assist with introducing procedures to promote the prompt vacation of beds after the medical 


decision to discharge is taken to accurately initiate use of Escalation Policy.  


16. Act on concerns raised by team members or service users taking appropriate action according to 


Trust Policies and Guidelines. 


17. Have responsibility for implementing Infection Control Policies and Procedures including an 


oversight of patient’s COVID status within Planned Care Wards on both sites. 


18. Review all outliers daily, liaising with Consultant Teams in order to ensure timely repatriation and 


reviews.  


19. Liaise with other Trusts to ensure the safe repatriation of our local patients. This also includes 


overseas care facilities. 


20. Undertake training and development of nursing colleagues as required. 


21. To participate in staff education and development, including orientation and supervision and act 


as a mentor and resource for learners and the nursing team and the multi-professional teams 


22. Contribute to the development and maintenance of a positive learning environment for 


colleagues, patients and visitors. 


 


Leadership 


 


23. Recognising the workload of the Ward Staff and provide appropriate support assisting with 


effective deployment of permanent staff or utilising the Trust’s temporary staffing arrangements. 


24. Provide advice and leadership on surgical patient flow throughout the Trust. 


25. Ensure daily Board Rounds in all Planned Care Wards, ensuring patients’ needs are being met 


in a timely manner.   


26. Liaise with Clinical Co-ordinators and clinical teams to ensure timely review of all outlying 


patients.  


27. Ensure patients on condition specific stipulated length of stay patients progress through pathway 


appropriately, monitoring pathways for variances and escalating appropriately. 


28. Ensure personal and team familiarity with contingency plans including major incident, pandemic 


influenza and heat wave. 


29. To advise relevant Assistant Director of operations and/ or matrons when elective admissions 


30. May be affected by the impact of emergency patients. 
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31. Review all outliers daily, liaising with Consultant Teams in order to ensure timely treatment and 


discharge plans. 


 


Professional 


 


32. Assist with developing the Bed Management Service in line with local and national policy and 


current best practice. 


33. Assist with promoting evidence-based practice in line with the Trust’s Nursing Strategy. 


34. Assist with introducing and applying research findings to nursing practice where relevant. 


35. Assist with participating in training courses to assist in the development of self or the role. 


 


Clinical Governance 


 


36. Support, initiate and promote evidence-based practice, contribute to the development, monitoring 


and evaluation of clinical guidelines, standards and protocols and adhere to professional 


regulation.  


37. Participation in the critical review of complaints, compliments and significant event analysis with 


a view to the continual improvement of patient care.  


38. Identify the need and undertake research and clinical audit in order to inform practice and improve 


the effectiveness of patient care.  


39. Analyse data and disseminate findings through presentation to professional groups and 


publication.  


40. Implement findings as appropriate in conjunction with the Head of Nursing, Matrons, Consultants 


and Divisional Manager.  


 


Education and Training 


 


41. Maintain clinical competence, identifying learning and development needs through regular 


appraisal and job evaluation.  


42. Work towards filling any knowledge gap identified through appraisal to ensure effective 


evidenced-based care and meet revalidation requirements.  


43. Be prepared to undertake further education and training in order to effectively develop the service.  


44. Apply where appropriate, findings of current research to patient care. 


45. Disseminate current research findings. 


46. Undertake and / or collaborate with clinical research into specific areas of care. 


47. Co-ordinate and participate in departmental-based research initiatives. 


48. Identify and initiate areas for research proposals. 


 


Communication  


 


49. Communicating with staff, patients and relatives regarding complaints and adhering to Trust 


Policy in relation to this. 


50. Keep up to date with the latest IT strategies and ensure sound knowledge of technology directly 


relating to role. 
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Patient care 


 


51. Ensure patients are nursed in an appropriate setting. 


52. Always maintain privacy and dignity for all patients. 


53. Ensure patients are nursed in same sex accommodation. 


54. Advocate compassionate, caring practice. 


55. Act as a role model to all staff, upholding the professional and mandatory standards and 


challenging behaviours that does not follow this. 


56. Have highly developed clinical knowledge underpinned by theory and experience including IPC. 


57. Ensure that nursing practice adheres to the NMC Code of Practice and Trust policies and 


procedures. 


58. Work effectively in a multi- disciplinary and multi- agency team working across statutory and non- 


statutory settings. 


59. Participate in clinical audit, practice research initiatives, quality assurance and clinical 


governance. 


 


Service Development 


 


60. To promote the principles and standards of excellent nursing practice ensuring all staff are 


familiar with them. 


61. Maintain and sustain direction, policies and strategies until they are firmly embedded in the 


culture of the Trust and inspire others with values and a vision of the future, whilst acknowledging 


traditions and backgrounds. 


62. Record and report accidents, incidents and complaints as per Trust Policy. 


63. Demonstrate a sound knowledge of current legislation and policy that underpins healthcare 


delivery. 


64. Maintain quality in own work, leading by example and ensuring others to the same. 


65. Develop a culture that improves quality and take the appropriate action when there are persistent 


quality issues. 


66. Benchmark acceptable standard for practice, liaising with other Trusts and networks as 


necessary. 


 


Personal Development 


 


67. Maintain appropriate qualifications and keep up to date with evidence-based practice in all areas 


relating to nursing and Infection Prevention and Control Guidance. 


68. Attend mandatory/ statuary training as identified in Trust policy. 


 


 


 


 







 


 5 


P
ag


e5
 


Values and Behaviours 


 


 


Mandatory Responsibilities 


1. To observe the provisions of and adhere to all Trust policies and procedures. 


2. To actively participate in the annual performance review to identify personal development 
needs 


3. To attend Trust Statutory and Mandatory training sessions as required and any other 
training courses relevant to the post.  


4. To fully comply with the relevant sections of the Health and Safety at Work Act 1974.  They 
must also understand and implement Mersey and West Lancashire Teaching Hospitals 
NHS Hospitals Trust “Statement of Policy on Health and Safety at Work” and the Trust 
corporate “Health and Safety Policies and Procedures”.  You are required to follow all 
applicable rules and procedures relating to Health and Safety at Work and to take all 
responsible precautions to avoid actions. 


5. To be aware of the confidential aspects of the post. To keep up to date with the 
requirements of information governance; undertake mandatory training and follow Trust 
policies and procedures to ensure that trust information is dealt with legally, securely, 
efficiently, and effectively. Breaches of confidentiality will result in disciplinary action that 
may involve dismissal. You must maintain the confidentiality of information about service 
user staff and organisational business in accordance with the General Data Protection 
Regulations 2018 and Caldicott principles. 


We: 
• Treat every individual with respect 


• Are compassionate in our support of patients and colleagues 


• Are friendly and welcoming and always introduce ourselves 


• Care for each other as we care for our patients 


• Are polite and value each other’s thoughts and ideas 


We: 
• Are always listening and learning 


• Encourage and support two-way communication 


• Are honest, fair, and open with others 


• Take responsibility for our actions and always aim to improve 


• Develop our services in the best interests of our communities 


We: 
• Value everyone’s cultural social and personal needs 


• Celebrate our differences and support each other 


• Listen to all voices 


• Work as a team and learn from each other 


• Challenge prejudice and promote acceptance 
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6. The post holder should also be aware that, regardless of any action taken by the employing 
authority, breaches of confidentiality could result in civil action for damages. 


7. All staff will be treated with respect by management, colleagues, patients, and visitors and 
equally staff will treat management, colleagues, patients, and visitors with the same level 
of respect. Staff will be supported to challenge any discriminatory behaviour that may be 
based on differences in race, disability, language, culture, religion, sexuality, age, and 
gender or employment status.  


8. You will be expected to undertake the Trusts’ commitment to safeguarding and promoting 
the welfare of children, young people, and vulnerable adults. 


9. To ensure that when creating, managing, and sharing information records it is done in an 
appropriate way, subject to statutory requirements and agreed security and confidentiality 
policies, procedures, and guidelines.  All employees are responsible for implementing and 
maintaining data quality, ensuring that records are legible and attributable and that the 
record keeping is contemporaneous 


10. In accordance with the Health and Social Care Act 2008, the post holder will actively 
participate in the prevention and control of infection within the capacity of their role.  The 
Act requires the post holder to attend infection prevention and control training on induction 
and at regular updates and to take responsibility for the practical application of the training 
in the course of their work.  Infection prevention and control must be included in any 
personal development plan and/or appraisal.  


11. To adhere to relevant Code of Practice of Professional body (if appropriate)  


12. The post holder must be flexible in the duties performed and it is expected that similar 
duties, not specifically listed above, will be carried out as required and may be cross site. 


13. To adhere to the NHS Constitution and its principles and values. You must be aware of 
your Duty of Candour which means that you must be open and honest during your 
employment and if you see something wrong, you must raise it. You must read the NHS 
Constitution in full and can download this from the Trusts intranet site or the www.gov.uk 
website.  


14. The Trust is a non-smoking site. Failure to follow this rule could lead to disciplinary action. 


The duties outlined above are not intended to be exhaustive and may change as the needs of 
the department alter in line with current agendas. This job description will be subject to 
periodic review and amendment in accordance with the needs of the Trust.  


 


Date Job Description Reviewed 1st May 2018 


Author Tracey Edwards  
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Job Description 
 


Job Information 


Job Title: Medical Secretary 


Directorate/Service: Clinical Support Services 


AFC Band: Band 4 


Accountable/Responsible To: Directorate Manager 


Base Location: Whiston Hospital 


AFC Reference:  JM297 


 


Purpose of the role 


To provide a comprehensive service to the Consultants and Specialty Teams with the minimum of 


supervision. Organise your workload and co-ordinate activities with other Medical Secretaries to 


ensure that an efficient service is provided. It is essential that you should exercise initiative 


commensurate with the role and it is vital that confidentiality is maintained at all times. 


 


To provide administrative support to the critical care team including the consultants, Lead 


Nurse, Deputy directorate manager and Directorate Manager. 


 


 


Main Tasks and Responsibilities 


• KEY DUTIES 


• To provide a comprehensive service to the Consultant and Speciality Team. 


• Keep diary up to date, arrange appointments, and arrange travel and accommodation. 


• Type dictation from audio transcription of clinical correspondence and documentation, ensuring 
all letter and workflow processes are adhered to and Standard Operating Procedures are 
followed. 


• Support Consultants and Lead Nurse in non-clinical activities/ Clinical Director role by preparing 
presentation documents using relevant packages and arranging multiple departmental 


• meetings, circulate agenda/ supporting papers as appropriate, and taking minutes at meetings, 


• including Teams. 


• Support the management of consultant on-call rotas ensuring that annual/study leave, and 
sickness do not compromise the smooth running and the department. If locum cover is 
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requested emergency by the consultant rota Lead, ensure this is covered accordingly liaising 
closely with Clinical Director. 


• Preparation of departmental induction and teaching programme for junior doctors/students 
taking an active part in departmental induction 


• Support planned patient admission to critical care. 


• Update ESR with mandatory training/appraisals and ensure information is updated on the 
system as requested. 


• Assist with the investigation and compilation of responses to complaints, helping to ensure this 
is done within the optimum deadlines set by the Trust. 


• Work from initiative using own judgment, acquired knowledge and tact to deal with queries and 
resolve situations or referring to appropriate person. 


• Deal with telephone enquiries from patients, consultants, junior doctors and colleagues in an 
appropriate manner. 


• Ensure all correspondence relating to patient care is acted upon in a timely manner.   


• Prepare any claims for reimbursement for consultant activities. 


• Receive cash/cheque donations to Trust; provide receipt/letter of confirmation. 


• Assist with audit/research data collection as required. 


• Obtain information requested by Lead Nurse as and when required. 


• Be able to collaborate appropriately and positively within the critical care team.  


• Train new and junior members of the team within own work area as required by Lead Nurse.  


• General office duties including dealing with incoming and outgoing mail, e-mail, photocopying. 


• Participate in housekeeping of the office environment. 


• Attend appropriate training and education sessions at the request of Lead Nurse.  


• Work with Lead Nurse to review working practices, ways of working and find solutions to 
problems. 


• Implement policies and procedures for own areas. 


• Order stationery for own areas when required. 


• To work in a flexible manner in accordance with the Trust Policy. 


• Any other duties required by Lead Nurse.  
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Values and Behaviours 


 


 


Mandatory Responsibilities 


1. To observe the provisions of and adhere to all Trust policies and procedures. 


2. To actively participate in the annual performance review to identify personal development 
needs 


3. To attend Trust Statutory and Mandatory training sessions as required and any other 
training courses relevant to the post.  


4. To fully comply with the relevant sections of the Health and Safety at Work Act 1974.  They 
must also understand and implement Mersey and West Lancashire Teaching Hospitals 
NHS Hospitals Trust “Statement of Policy on Health and Safety at Work” and the Trust 
corporate “Health and Safety Policies and Procedures”.  You are required to follow all 
applicable rules and procedures relating to Health and Safety at Work and to take all 
responsible precautions to avoid actions. 


5. To be aware of the confidential aspects of the post. To keep up to date with the 
requirements of information governance; undertake mandatory training and follow Trust 
policies and procedures to ensure that trust information is dealt with legally, securely, 
efficiently, and effectively. Breaches of confidentiality will result in disciplinary action that 
may involve dismissal. You must maintain the confidentiality of information about service 
user staff and organisational business in accordance with the General Data Protection 
Regulations 2018 and Caldicott principles. 


We: 
• Treat every individual with respect 


• Are compassionate in our support of patients and colleagues 


• Are friendly and welcoming and always introduce ourselves 


• Care for each other as we care for our patients 


• Are polite and value each other’s thoughts and ideas 


We: 
• Are always listening and learning 


• Encourage and support two-way communication 


• Are honest, fair, and open with others 


• Take responsibility for our actions and always aim to improve 


• Develop our services in the best interests of our communities 


We: 
• Value everyone’s cultural social and personal needs 


• Celebrate our differences and support each other 


• Listen to all voices 


• Work as a team and learn from each other 


• Challenge prejudice and promote acceptance 
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6. The post holder should also be aware that, regardless of any action taken by the employing 
authority, breaches of confidentiality could result in civil action for damages. 


7. All staff will be treated with respect by management, colleagues, patients, and visitors and 
equally staff will treat management, colleagues, patients, and visitors with the same level 
of respect. Staff will be supported to challenge any discriminatory behaviour that may be 
based on differences in race, disability, language, culture, religion, sexuality, age, and 
gender or employment status.  


8. You will be expected to undertake the Trusts’ commitment to safeguarding and promoting 
the welfare of children, young people, and vulnerable adults. 


9. To ensure that when creating, managing, and sharing information records it is done in an 
appropriate way, subject to statutory requirements and agreed security and confidentiality 
policies, procedures, and guidelines.  All employees are responsible for implementing and 
maintaining data quality, ensuring that records are legible and attributable and that the 
record keeping is contemporaneous 


10. In accordance with the Health and Social Care Act 2008, the post holder will actively 
participate in the prevention and control of infection within the capacity of their role.  The 
Act requires the post holder to attend infection prevention and control training on induction 
and at regular updates and to take responsibility for the practical application of the training 
in the course of their work.  Infection prevention and control must be included in any 
personal development plan and/or appraisal.  


11. To adhere to relevant Code of Practice of Professional body (if appropriate)  


12. The post holder must be flexible in the duties performed and it is expected that similar 
duties, not specifically listed above, will be carried out as required and may be cross site. 


13. To adhere to the NHS Constitution and its principles and values. You must be aware of 
your Duty of Candour which means that you must be open and honest during your 
employment and if you see something wrong, you must raise it. You must read the NHS 
Constitution in full and can download this from the Trusts intranet site or the www.gov.uk 
website.  


14. The Trust is a non-smoking site. Failure to follow this rule could lead to disciplinary action. 


The duties outlined above are not intended to be exhaustive and may change as the needs of 
the department alter in line with current agendas. This job description will be subject to 
periodic review and amendment in accordance with the needs of the Trust.  


 


Date Job Description Reviewed August 2022 


Author Joanne Cheetham 
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Job Description 
 


Job Information 


Job Title: Specialist Services Clinic Co-ordinator 


Directorate/Service: Medicine and Urgent Care Division 


AFC Band: Band 4 


Accountable/Responsible To: Medical Secretary and Direct Referrals Clerk 


Base Location: St Helens Hospital 


AFC Reference:  JM286 


 


Purpose of the role 


To be responsible for, in conjunction with the Speciality Services Department Matron, the smooth and 
effective running of clinics, quality control and referral management. 


The post holder will be expected to organise their own workload and that of the administration staff 
within specialist services. Responsible for ensuring optimum use of physical capacity throughout 
specialist services clinics to deliver maximum activity. 


The post holder is required to support the Directorate Manager and Associate Directorate Manager 
with tasks and projects for all specialities across the Care Groups. 


The Speciality Service Clinics consist of the Early Pregnancy Clinic, Hysteroscopy clinic, Minor 
Procedure Clinic, Urodynamic Clinic, Vulvoscopy Clinic and Colposcopy Clinic. 


 


Main Tasks and Responsibilities 


• To provide a comprehensive administration service to the Speciality Services Matron, Nursing 
Staff, Consultants and Specialty Teams with the minimum of supervision 


• Support the Cancer / Clinical Nurse Specialists with administrative tasks, answering the 
telephone and dealing with patients, freeing clinical staff up to carry out additional clinic slots. 
Any other duties required to ensure the service runs smoothly. 


• To be responsible for, in conjunction with the Speciality Services Department Matron, the 
smooth and effective running of clinics, quality control and referral management (including 
capacity and demand) 


• Liaise with Speciality Services Matron and Directorate Manager to ensure the outpatient clinic 
templates are utilised to maximum capacity and adjusting as necessary with booking teams, 
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including making and changing patient appointments in order to fully utilise clinic slots available, 
keeping patients informed of any changes 


• Ensuring all patients are booked into clinic for first and follow up appointments within Trust and 
National timeframes, managed via PTL 


• Support Speciality Services Matron managing eRoster for the Specialist Services Nursing 
Team, ensuring all staff are accounted for in the weekly running of the clinics, and slots 
allocated. To help support and co-ordinate the booking of annual leave, sickness and study 
leave with the Speciality Services Nursing team. 


• Ensuring all PMB and Non PMB appointment slots are fully utilised, and patient appointed and 
rearranged where necessary. 


• Ensure all scan results are available for PMB clinics  


• Dealing with DNA’s (patients who did not attend appointments) collecting statistics and audit 
information for Speciality Services Manager in order to approve attendance and utilisation of 
clinic slots 


• Provide weekly clinic forecast schedule for the Speciality Services Matron. 


• Manage clinic cancellations / capacity and utilisation of slots on weekly basis. Be responsible 
for the re-organisation of cancellations delegating suitable duties where appropriate  


• Input investigation results on behalf of Nurse Clinicians onto Compuscope System.  


• Manage the failsafe list and missing data on the Compuscope system on a weekly basis to 
ensure that patients are not lost to follow up  


• Help and support with collating data for annual and quarterly submissions for Colposcopy and 
KC65 reports  


• Produce any reports from Compuscope requested for by clinicians and Specialist Services 
Matron / nursing staff  


• Ensure data is captured on Colposcopy Discharge Notification Template on daily basis when 
patients are discharged from clinic. Email the completed lists once a month to Public Health 
England.  


• Responsible for the agenda, minutes and dissemination of any Colposcopy/Cytology Group 
Meetings  


Line Management Responsibilities  


• Supervise the daily/weekly workloads to ensure that workload is distributed according to 
urgency and maintaining timescales.  


• Ensure sickness/absence and annual leave for staff is recorded on ESR system.  


• Carry out return to work interviews, escalating trigger points to the Administration Services Co-
ordinator in line with the Attendance Management Policy.  


• Undertake appraisal and performance reviews and escalate any issues accordingly  


• Ensure all staff are booked on Mandatory Training  


• Meet regularly with Administration Services Co-ordinator to discuss any performance issues 
with staff that require managing and also refer any formal conduct / behavioural issues 
accordingly.  


• To take notes/minutes of clinical and administrative meetings as required by the team and to 
take forward actions arising from the notes/minutes.  


Responsibilities for information resources  


• Assisting with project planning of new information systems that will affect the administration 
areas, taking part in testing and leading on super user training for administration services.  


• Assisting in the establishment of communication systems with all patients, staff and carers 
relating to appointments  


• Maintaining accurate, timely and legible records.  


• Maintaining consistency within standards of patient care.  







 


 3 


P
ag


e3
 


• Communicating complex and sensitive information to patients with empathy  


• Responsibility for all records (including patient health, financial, personal and administrative) 
that they gather or use as part of their work within the Trust. The records may be paper, 
electronic, microfiche, audio or x-ray images.  


Knowledge, training and experience  


• Knowledge of a full range of administrative procedures and software programmes and their 
application to improve service efficiency and effectiveness.  


• Exercise judgement when dealing with patient enquiries, analysing and resolving problems at 
source.  


• Manage new staff induction and train appropriately.  


• Recognise and accept responsibility for own personal development.  


• Manage the 18-week pathway within specialties. Attending clinics where necessary to raise 
awareness with colleagues, clinical staff ensuring correct pathways attached to ensure 18 week 
target to be achieved. 


Responsibilities for Human Resources  


• Be expected to provide day to day supervision and on the job training to all staff.  


• Adhere and promote Trust policies, procedures and guidelines and maintain the Professional 
Code of Conduct.  


• Conduct Annual Performance and Development Reviews for all staff ensuring all employees 
have a Personal Development Plan.  


• Manage sickness absence for administration teams, taking action as appropriate in line with 
Trust policies and procedures.  


• Manage first line disciplinary in line with Human Resources.  


• Manage performance issues accordingly in line with Trust policies and procedures.  


• Manage behaviour and conduct at the first stage, referring complex or formal conduct / 
behavioural issues accordingly.  


• Provide training for any new Human Resource systems to both administration teams and 
clinicians where appropriate.  


• Work within the framework of the Trust Human Resource strategy and facilitate compliance 
within the directorates.  


• To undertake a lead role in the recruitment and selection of staff within the department in 
accordance with Trust policies.  


• Implements general Trust policies and Standard Operating Procedures within the Administrative 
teams.  


• Compliance with the Data Protection Act 1998 and Information Governance  
Responsibility for Financial Resources  


• Responsible for signing of time sheets, manpower’s, variations, termination forms and 
expenses for administrative teams.  


• Support Associate Directorate Manager with up-to-date finance documentation  
Other Administration Duties  


• Type dictation from audio transcription of clinical correspondence and documentation from 
WinScribe digital dictation system.  


• To manage and maintain 18-week pathways including Tertiary Referrals to external Trusts and 
ensure these are completed on PAS system. Keep track of referrals to ensure patient is 
reviewed promptly. Check that follow up appointments are arranged in conjunction with Referral 
to Treat (RTT) patient pathway.  


• Check against clinical letters to ensure appropriate follow up arrangements and investigations 
are in place. Action where necessary.  
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• Work from initiative using own judgment, acquired knowledge and tact to deal with queries and 
resolve situations or referring to appropriate person.  


• Deal with enquiries either on the telephone or face to face from patients, consultants, nurses 
and colleagues in an appropriate manner.  


• Accurate check of demographics using the Patient Administration System (PAS), including 
registration screen to check patient details are correct.  


• During times of annual leave/sickness absence provide cross cover for Medical 
Secretary/Direct Referrals Clerk.  


• Be able to work as part of a team, promote effective flows in the department to cover leave to 
ensure office runs smoothly.  


• General office duties including dealing with incoming and outgoing mail, e-mail, fax, 
photocopying. Participate in housekeeping of the office environment.  


• Implement policies and procedures for own areas.  


• To work in a flexible manner in accordance with the Trust Policy.  


• Any other duties required by Line Manager 
 


Values and Behaviours 


 


 


Mandatory Responsibilities 


1. To observe the provisions of and adhere to all Trust policies and procedures. 


2. To actively participate in the annual performance review to identify personal development 
needs 


We: 
• Treat every individual with respect 


• Are compassionate in our support of patients and colleagues 


• Are friendly and welcoming and always introduce ourselves 


• Care for each other as we care for our patients 


• Are polite and value each other’s thoughts and ideas 


We: 
• Are always listening and learning 


• Encourage and support two-way communication 


• Are honest, fair, and open with others 


• Take responsibility for our actions and always aim to improve 


• Develop our services in the best interests of our communities 


We: 
• Value everyone’s cultural social and personal needs 


• Celebrate our differences and support each other 


• Listen to all voices 


• Work as a team and learn from each other 


• Challenge prejudice and promote acceptance 
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3. To attend Trust Statutory and Mandatory training sessions as required and any other 
training courses relevant to the post.  


4. To fully comply with the relevant sections of the Health and Safety at Work Act 1974.  They 
must also understand and implement Mersey and West Lancashire Teaching Hospitals 
NHS Hospitals Trust “Statement of Policy on Health and Safety at Work” and the Trust 
corporate “Health and Safety Policies and Procedures”.  You are required to follow all 
applicable rules and procedures relating to Health and Safety at Work and to take all 
responsible precautions to avoid actions. 


5. To be aware of the confidential aspects of the post. To keep up to date with the 
requirements of information governance; undertake mandatory training and follow Trust 
policies and procedures to ensure that trust information is dealt with legally, securely, 
efficiently, and effectively. Breaches of confidentiality will result in disciplinary action that 
may involve dismissal. You must maintain the confidentiality of information about service 
user staff and organisational business in accordance with the General Data Protection 
Regulations 2018 and Caldicott principles. 


6. The post holder should also be aware that, regardless of any action taken by the employing 
authority, breaches of confidentiality could result in civil action for damages. 


7. All staff will be treated with respect by management, colleagues, patients, and visitors and 
equally staff will treat management, colleagues, patients, and visitors with the same level 
of respect. Staff will be supported to challenge any discriminatory behaviour that may be 
based on differences in race, disability, language, culture, religion, sexuality, age, and 
gender or employment status.  


8. You will be expected to undertake the Trusts’ commitment to safeguarding and promoting 
the welfare of children, young people, and vulnerable adults. 


9. To ensure that when creating, managing, and sharing information records it is done in an 
appropriate way, subject to statutory requirements and agreed security and confidentiality 
policies, procedures, and guidelines.  All employees are responsible for implementing and 
maintaining data quality, ensuring that records are legible and attributable and that the 
record keeping is contemporaneous 


10. In accordance with the Health and Social Care Act 2008, the post holder will actively 
participate in the prevention and control of infection within the capacity of their role.  The 
Act requires the post holder to attend infection prevention and control training on induction 
and at regular updates and to take responsibility for the practical application of the training 
in the course of their work.  Infection prevention and control must be included in any 
personal development plan and/or appraisal.  


11. To adhere to relevant Code of Practice of Professional body (if appropriate)  


12. The post holder must be flexible in the duties performed and it is expected that similar 
duties, not specifically listed above, will be carried out as required and may be cross site. 


13. To adhere to the NHS Constitution and its principles and values. You must be aware of 
your Duty of Candour which means that you must be open and honest during your 
employment and if you see something wrong, you must raise it. You must read the NHS 
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Constitution in full and can download this from the Trusts intranet site or the www.gov.uk 
website.  


14. The Trust is a non-smoking site. Failure to follow this rule could lead to disciplinary action. 


The duties outlined above are not intended to be exhaustive and may change as the needs of 
the department alter in line with current agendas. This job description will be subject to 
periodic review and amendment in accordance with the needs of the Trust.  


 


Date Job Description Reviewed 1st May 2018 


Author Tracey Edwards  


 



http://www.gov.uk/
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Job Description 
 


Job Information 


Job Title: Medical Secretary 


Directorate/Service: Clinical Support Services 


AFC Band: Band 4 


Accountable/Responsible To: Directorate Manager 


Base Location: Southport 


AFC Reference:  JM486b 


 


Purpose of the role 


The post holder will provide a comprehensive secretarial and administrative service to consultants and 
their teams within the Divisions.  


The post holder will be expected to work within a team with the minimum of supervision and co-
ordinate his/her activities with other medical secretaries and other departments within the Trust.  


The post holder will carry out the duties in such a way as to make a direct and positive contribution to 
the organisation of the work and so assist the medical staff in maximising the most effective use of 
their time. 


 


Main Tasks and Responsibilities 


1. Support the day-to-day organisation, planning and management responsibilities of the 
Consultants and their teams through the maintenance of their annual leave, their diary, the 
arrangement of meetings, travel and other appointments.  


2. To act as first point of contact for patients, GP’s, external organisations and members of the 
general public seeking information and support from the hospital. The post holder must be able 
to triage the calls appropriately as well as deal sympathetically with people who may be bereaved, 
distressed or angry using tact, persuasion and discretion, assessing priorities and initiating action 
as required.  


3. Answer telephone queries and provide non-clinical advice regarding patient care and 
appointments/admissions to patients, Trust staff, referring GP’s and Consultants, making 
appropriate judgement using acquired knowledge and experience  


4.  Communicate with patients/parents regarding personal and highly sensitive information.  







 


 2 


P
ag


e2
 


5. Typing urgent clinical and non-clinical correspondence and reports including the transcription 
and management of audio sources (e.g., digital dictation) using initiative in managing and 
prioritising workload.  


6. Compose routine and non-routine letters and produce typed clinical correspondence including 
the transcription of audio dictation.  


7. Attend, take and transcribe minutes for meetings as required within the specialty and implement 
any follow-up action points.  


8. Access the computerised Patient Administration System (CareFlow) for relevant patient details, 
updating records and registering patients as required.  


9. Maintain and update specialty-specific databases.  
10. Retrieve radiology and pathology results from core clinical systems.  
11. Take action as necessary in respect of all patients who fail to attend in accordance with the 


Trusts policy and the consultants’ special instructions.  
12. Ensure the timely despatch of all relevant information to GP’s, other medical staff and external 


organisations in relation to the locally agreed requirements.  
13. To evaluate and re-prioritise own workload in accordance with competing demands from 


patients, medical staff and others.  
14. Prioritise work to ensure that medical staff are provided with necessary information to take 


appropriate clinical action.  
15. Liaise with the Cancer Services Department of patients to be discussed at the Multidisciplinary 


Team Meetings.  
16. In conjunction with the support medical secretaries and clerical officer(s) within the department 


ensure that administrative duties are allocated and completed in a timely manner and 
distribution of workload is done to utilise the resources and support available. 


17. Liaising with other medical secretaries in the department to ensure an efficient service.  
18. When necessary exercise initiative to allocate work to the support medical secretaries and 


clerical officer(s) in a fair and reasonable manner.  
19. Ensure that all investigation results are shown to the relevant clinicians in a timely manner and 


make arrangements for any follow up actions required eg urgent appointments.  
20. Where applicable ensure waiting time performance targets are achieved.  
21. Type theatre lists and distribute as required.  
22. Co-operate in the introduction of new technology as it may apply.  
23. Be instrumental in preventing complaints from service users, resolving informal complaints and 


supporting the formal complaints process.  
24. In line with the Trusts standing financial instructions, handle cash/cheques for the Consultants 


and teams, patients and other external sources.  
25. Provide full secretarial support with respect to teaching/meetings as directed by medical staff, 


e.g. preparing PowerPoint presentations using clinical data and information via the internet.  
26. Maintain database of clinical activity as required to assist in clinical audit.  
27. Provide guidance to the support medical secretaries and clerical officer(s) and self-supervision 


in terms of:  
28. Make economical use of supplies. When necessary maintain control of stock including 


stationery supplies.  
29. Deputise for others and provide cross cover within the team during absences.  
30. Assist in the orientation of new or temporary members of staff by demonstrating own duties.  
31. Working independently, plan and prioritise own workload following appropriate Trust and 


Medical Secretary policies and processes, suggesting improvements where necessary. 
 
Private work may be undertaken by individual arrangement with Medical Staff but should not be done 
during NHS working hours and must be declared to the Medical Secretary Supervisor. 
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Values and Behaviours 


 


 


Mandatory Responsibilities 


1. To observe the provisions of and adhere to all Trust policies and procedures. 


2. To actively participate in the annual performance review to identify personal development 
needs 


3. To attend Trust Statutory and Mandatory training sessions as required and any other 
training courses relevant to the post.  


4. To fully comply with the relevant sections of the Health and Safety at Work Act 1974.  They 
must also understand and implement Mersey and West Lancashire Teaching Hospitals 
NHS Hospitals Trust “Statement of Policy on Health and Safety at Work” and the Trust 
corporate “Health and Safety Policies and Procedures”.  You are required to follow all 
applicable rules and procedures relating to Health and Safety at Work and to take all 
responsible precautions to avoid actions. 


5. To be aware of the confidential aspects of the post. To keep up to date with the 
requirements of information governance; undertake mandatory training and follow Trust 
policies and procedures to ensure that trust information is dealt with legally, securely, 
efficiently, and effectively. Breaches of confidentiality will result in disciplinary action that 
may involve dismissal. You must maintain the confidentiality of information about service 
user staff and organisational business in accordance with the General Data Protection 
Regulations 2018 and Caldicott principles. 


We: 
• Treat every individual with respect 


• Are compassionate in our support of patients and colleagues 


• Are friendly and welcoming and always introduce ourselves 


• Care for each other as we care for our patients 


• Are polite and value each other’s thoughts and ideas 


We: 
• Are always listening and learning 


• Encourage and support two-way communication 


• Are honest, fair, and open with others 


• Take responsibility for our actions and always aim to improve 


• Develop our services in the best interests of our communities 


We: 
• Value everyone’s cultural social and personal needs 


• Celebrate our differences and support each other 


• Listen to all voices 


• Work as a team and learn from each other 


• Challenge prejudice and promote acceptance 







 


 4 


P
ag


e4
 


6. The post holder should also be aware that, regardless of any action taken by the employing 
authority, breaches of confidentiality could result in civil action for damages. 


7. All staff will be treated with respect by management, colleagues, patients, and visitors and 
equally staff will treat management, colleagues, patients, and visitors with the same level 
of respect. Staff will be supported to challenge any discriminatory behaviour that may be 
based on differences in race, disability, language, culture, religion, sexuality, age, and 
gender or employment status.  


8. You will be expected to undertake the Trusts’ commitment to safeguarding and promoting 
the welfare of children, young people, and vulnerable adults. 


9. To ensure that when creating, managing, and sharing information records it is done in an 
appropriate way, subject to statutory requirements and agreed security and confidentiality 
policies, procedures, and guidelines.  All employees are responsible for implementing and 
maintaining data quality, ensuring that records are legible and attributable and that the 
record keeping is contemporaneous 


10. In accordance with the Health and Social Care Act 2008, the post holder will actively 
participate in the prevention and control of infection within the capacity of their role.  The 
Act requires the post holder to attend infection prevention and control training on induction 
and at regular updates and to take responsibility for the practical application of the training 
in the course of their work.  Infection prevention and control must be included in any 
personal development plan and/or appraisal.  


11. To adhere to relevant Code of Practice of Professional body (if appropriate)  


12. The post holder must be flexible in the duties performed and it is expected that similar 
duties, not specifically listed above, will be carried out as required and may be cross site. 


13. The duties contained in this job description are not intended to be exhaustive.  The duties 
and responsibilities of this post are likely to evolve in line with the Trust’s continued 
organisational development. 


14. To adhere to the NHS Constitution and its principles and values. You must be aware of 
your Duty of Candour which means that you must be open and honest during your 
employment and if you see something wrong, you must raise it. You must read the NHS 
Constitution in full and can download this from the Trusts intranet site or the www.gov.uk 
website.  


15. The Trust is a non-smoking site. Failure to follow this rule could lead to disciplinary action. 


The duties outlined above are not intended to be exhaustive and may change as the needs of 
the department alter in line with current agendas. This job description will be subject to 
periodic review and amendment in accordance with the needs of the Trust.  


 


Date Job Description Reviewed  



http://www.gov.uk/
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Job Description 
 


Job Information 


Job Title: Clinical Business Unit Matron – Nursing 


Directorate/Service: Generic 


AFC Band: Band 8a 


Accountable/Responsible To: Director of Nursing 


Base Location: Southport and Ormskirk Hospitals 


AFC Reference:  JM529 


 


Purpose of the role 


To provide clinical, professional and managerial leadership within the service, ensuring that action is 
taken at all levels to empower Nurses/Midwives in providing demonstrably high standards of care in a 
clean and safe environment.  
 
To provide strong clinical leadership skills, with the ability to work as part of a multidisciplinary team, 
work across boundaries, influence and lead others in practice to deliver clinical outcomes. The post 
holder will be ‘visible’ and recognisable to patients, relatives and staff and act as a ‘champion’ for quality 
and equality of standards and patient care within the Trust.   
 
Act as lead nurse/midwife for the care of patients within their sphere of responsibility.  
 
To be responsible for the implementation, monitoring, training and audit of all quality standards, in 
particular infection prevention and control measures within areas of responsibility.  
 
To support service improvements ensuring patient safety and quality of care within these processes.  
 
Has overall accountability within their areas of responsibility for the monitoring, review, improvement 
and provision of evidence and assurance relating to patient care. 


 


Main Tasks and Responsibilities 
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1.1 Agree service requirements with relevant service/nursing leads, Ward Managers, Sister/Charge 


Nurses. 
 
1.2 Plan service requirements as identified, in consultation with relevant stakeholders. 
 
 
1.3 Maintain a healthy, safe and productive working environment in line with legal, organisational 


and professional requirements. 
 
1.4 Monitor the quality of nursing/midwifery services through Quality Care Indicators (QCI) and local 


metrics.         
 
1.5 Provide nursing/midwifery knowledge and skills to undertake the operational management and 


strategic development of the service. 
 
1.6 Escalation of any professional nursing concerns to the Associate Director of Nursing and the 


Clinical Director/Manager as appropriate. 
 
1.7 Contribute to performance management of the service ensuring delivery of key targets by 


assisting in collecting and collating evidence necessary to demonstrate compliance with CQC 
essential standard and escalate to the relevant manager. 


 
1.8 Maintain a high profile in the clinical areas being accessible to staff, patients and their families 


providing support and advice and addressing any problems 
 
1.9 Lead, facilitate and chair meetings across the CBU/service or Trust, providing clinical expertise, 


professional leadership and management for designated project. 
 
1.10 Participate and lead in CBU/service and nurse management issues. 
 
 
 
Service quality, improvement and development 
 
2.1  Manage and lead change in work methods and practice that will improve the standards of care 


for patients. 
 
2.2 Identify opportunities for improvements in nursing/midwifery and clinical practices as highlighted 


through evidence, research-based practice and national standards, e.g. National Service 
Frameworks, National Institute of Clinical Excellence, local QCI and metrics and statutory 
inspections. 


 
2.3 Evaluate proposed changes for benefits and disadvantages and plan the implementation  
            of changes in work methods and practice./midwifery practice and facilitate compliance 
            within Quality Care Indicator standards. 
 
2.4 Comply with all relevant policies, procedures and training on infection prevention and control 


and lead IPC principles within their services. 
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2.5 Improve the patients’ experience within designed clinical areas by assuring the highest 
standards of clinical/nonclinical care through effective line management and professional 
leadership of the nursing workforce. 


 
2.6 Ensure the delivery of nursing/midwifery care and the environment, particularly in relation to 


complex and/or vulnerable patients, is patient focused and best practice. 
 
2.7  Ensure action is taken in relation to all statutory feedback through audits and CQC/Friends and 


Family Test/complaints feedback related to patient experience. 
 
2.8 In partnership with CBU/Service Governance Lead, ensure that nursing/midwifery complaints 


and incidents are promptly investigated within national and local timeframes and resolved, 
lessons learnt and fed back to staff, and remedial action implemented. Ensure that any 
complaints are dealt with at first point of contact wherever possible and written complaints 
relating to nursing are responded to within designated time frames. 


 
2.9 In partnership with the CBU/service Manager and Clinical Director ensure that patient flow is 


effective and efficient.  
 
2.9  Contribute to the strategic direction of the service through meeting key performance indicators 


and local and national initiatives/standards.  
 
2.10 Effectively manage all aspects of clinical governance within their remit being able to offer 


assurances and recognising when to escalate concerns. 
 
 
Budget and resource management 
 
3.1 Manage the use of physical resources in consultation with Ward Managers / Sisters / Charge 


Nurses, to ensure a safe, effective, high-quality service that is cost effective is provided. 
 
3.2 Be responsible, accountable within delegated budget and authorise expenditure in line with 


Standard Finance Instruction (SFI). 
 
3.3 Ensure robust systems are in place for budgetary management and achievement of finance 


targets. 
 
3.4 Authorised Signatory for timesheets and temporary staffing authorisation. 
 
3.5 To develop managers/leaders in understanding and adherence to the Trust’s Financial 


Regulations/Standing Financial Instructions. 
 
3.6 To actively participate in identifying cost improvement plans (CIPs) and implement CIPs within 


the CBU/service. 
 
3.7 To be responsible for the compliance, efficiency and effectiveness of each E-roster within their 


service 
 
3.8 Ensure E-rostering is implemented, monitored and managed within CBU/service to ensure the 


provision of safe, effective service in line with Trust policy. 







 


 4 


P
ag


e4
 


 
3.9     Attend regular monitoring meetings to demonstrate compliance of E-roster for designated ward. 
 
3.10 To support managers and leaders to effectively manage the use of bank and agency nursing 


staff to remain within budget and reduce expenditure on agency staff. 
 
3.11    To work in partnership with the relevant senior leadership team to lead the service lines in a 


business like way to ensure safe and effective management of resources  
 
3.12 Maintain the use of physical resources in line with budget allocation. 
 
3.13     Be responsible and accountable within scope of role for ensuring the environments in which 


care and services are delivered are fit for purpose and meet the standards required for cleaning 
and infection control. 


 
 
Professional Conduct 
 
4.1 Maintain and develop own professional competence and expertise, and comply with the NMC 


statutory regulations at all times. 
 
4.2 Act as role model for nursing/midwifery and clinical staff ensuring that their practice is in 


accordance with his/her job role, job description and professional parameters. 
 
4.3  Continuously develop individual knowledge and skills, particularly in relation to evidence-based 


practice. 
 
4.4 Prioritise work to meet personal and organisational objectives. 
 
4.5      Ensure other practice in accordance with the NMC Code of Conduct and other applicable  
           professional standards 
 
 
People management responsibilities 
 
5.1 Develop and maintain productive working relationships to ensure a high standard of patient 


care. 
 
5.2  Enhance the trust and support of senior staff, colleagues and the multi-disciplinary team. 
 
5.3 Ensure all staff within area of responsibility are up to date with mandatory and role specific 


training and have up to date training records available. 
 
5.4 Undertake performance management activities for staff in line with Trust policy. 
 
5.5 Implement, maintain and be responsible for a robust annual leave process in the CBU/service 


that enables effective service continuity, in line with E-roster policy. 
 
5.6 Implement and maintain appropriate sickness management processes are in place and 


contribute to the Trust and business unit targets. 
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5.7 Provide appropriate guidance and support to staff in line with the Trust’s disciplinary and 


sickness procedures.  Lead, and be responsible for, the implementation of HR policies within the 
departments and participate in formal stages of the procedures as requested by senior/service 
leader. 


 
5.8 Plan, implement and manage change processes or service reviews, paying particular attention 


to clinical staffing, nursing practice and operational systems within the CBU/service. 
 
5.9 Role model Trust leadership attitudes, behaviours and values.  Challenge inappropriate attitudes 


or behaviour and recognise & value appropriate behaviour, consistent with Trust values & the 
Trust leadership model. 


 
5.10  Cultivate an open & honest culture where people feel able to raise concerns & share good 


practice – through role modelling & positive reinforcement.  Ensure concerns are listened to, 
acted upon & feedback is given.  Take ownership of problems, and/or influence if outside 
control. 


 
5.11 Develop team morale and motivation through effective personal leadership ensuring views and 


decisions are communicated up and down the management structure. 
 
5.12 Regularly communicate Trust and service strategic objectives and key issues to all staff. 
 
5.13 Create opportunities to enhance staff involvement in the operational running of the service, 


encouraging staff to get involved, put forward ideas, concerns & suggestions. 
 
5.14  Responsible for the health, safety and wellbeing of staff within the speciality/unit, ensuring the 


effective implementation of trust policy. 
 
5.15 Responsible for ensuring recruitment and other people management processes and practices 


are in line with the Trust policy.      
 
5.16 Responsible for staff complying with mandatory and role specific training/appraisal and on-going 


development for staff.  
 
5.17 Pro-actively manage staff to ensure compliance with recruitment and retention processes and 


mandatory / role specific training. 
 
5.18  Support the team and the individuals in the team to develop and maintain performance 
 
5.19 Identify the development needs of teams and individuals through the Personal Development 


Plan process.  
 
5.20 Plan the development needs of teams and individuals and identify/implement succession 


planning strategies 
 
5.21 Develop teams to improve their clinical knowledge, skills, patient centred care   
           and performance. 
 
5.22 Support individual learning and development, in line with service development and trust vision. 
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5.23 Effectively manage the performance of teams and individuals  
 
5.24 Agree objectives and work plans within team. 
 
5.25 Ensure appraisals and Personal Development Plans are facilitated in line with the Trust policy. 
 
5.26 Assess the performance of teams and individuals against job descriptions, service 


developments, Trust values and vision. 
 
5.27 Support team members who have problems affecting their performance 
 
5.28 Pro-actively support and manage staff through formal performance/ capability processes 
           in line with Trust policy. 
 
5.29 Lead and implement formal disciplinary and grievance procedures where necessary 
 
 
Workforce Development 
 
6.1 Work at all times within the NMC Professional Code of Conduct, taking accountability for 


professional action and ensure that other nurses within the speciality/unit do the same. 
 
6.2 Undertake a pivotal role in optimising the patients’ experience and outcome of care through the 


development and implementation of robust care pathways, service redesign, new roles and new 
ways of working. 


 
6.3 Ensure that the relevant senior leaders are kept updated on all professional issues within the 


CBU/service at all times. 
 
6.4 To work in close association with other Matrons within the CBU/Services. Ensure adequate 


provision is made to provide cross cover for times of annual leave and participate in the Matron 
rota.  


 
6.5 Develop new opportunities and roles to provide safe patient care throughout CBU/service. 
 
 
Management of information  
 
7.1  Provide information to support decision making 
 
7.2     Obtain information for decision making as necessary 
 
7.3     Record and store information safely in line with information governance processes 
 
7.4     Analyse information to support decision making 
 
7.5     Advise and inform others as necessary  
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Quality Management (Safety, experience & effectiveness) 
 
8.1 Promote the importance and benefits of high-quality care 
 
8.2 Promote a quality and safety culture within the CBU/service that promotes and values 


achievement in patient safety and quality. 
 
8.3 Ensure that standards of care within designed areas are maintained at a high standard in 


accordance with NMC, national best practice, CQC, statutory regulations, Trust Standards and 
are in line with evidence-based practice.  


 
8.4 Monitor performance on patient safety and take steps to address areas of concern through local 


checklists, Quality indicators, clinical metrics, environmental audits and assessment and 
accreditation programmes. 


 
8.5 Support quality improvements within responsible areas and provide leadership in  
           implementing quality strategies. 
 
8.6 Lead Trust Wide Quality Improvement initiatives through identified methodology.  
 
8.7    Ensure that all untoward incidents and near-misses are reported by staff within the CBU/service 


in accordance with the Trust policy, and ensure lessons are learned and communicated to staff 
within the CBU/Service. 


 
8.8 In conjunction with CBU/service staff, identify risks to be entered on to CBU/service risk register, 


prioritise risks and develop risk action plans 
 
8.9 Ensure the departmental Risk Register is used effectively to document, highlight and manage 


risks.  Take action to minimise risk within the scope and role and ensure risks are reviewed and 
updated in line with the Trust’s Risk Strategy 


 
8.10 Act as a source of expert advice and support on clinical and professional issues  
            within the service. 
 
8.11 Work at least once a month as a clinical practitioner demonstrating leadership, 
            managerial and clinical credibility. 
 
 
Compliance with quality systems 
      
9.1 Monitor compliance with all quality systems applicable within your area 
 
9.2 Responsible for ensuring that excellent standards of care are achieved in the   
            designated areas as evidenced through metrics and dashboards. 
 
9.3 Be responsive and active in conducting relevant audits. 
 
9.4 Implement and monitor performance management/performance improvement 
            plans to improve patient care, standards of practice and enhance patient safety 
            and experience.  
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9.5 Report on compliance with quality systems within CBU/service and trust wide. 
 
9.6     Develop and implement action plans in response to findings of audit activity.  
 
Patient/Customer Services Opportunities 
 
10.1 Participate in the implementation of the Trust’s Patient and Public Involvement Strategy and 


lead on local CBU/service patient feedback processes. 
 
10.2 Work with others to develop and follow plans for improving patient/customer care. 
 
10.3 Monitor own performance against plans to improve patient/client experience. 
 
 
 
Patient Experience 
 
11.1 Monitor, address and solve immediate patient/family service concerns/complaints. 
 
11.2 Lead investigations into nursing incidents that require analysis of complex, multi-faceted issues 


as requested, including those that involve staff.  This will include Serious Incidents, Complaints 
and SOVAs, HR investigations. 


 
11.3      Take action to prevent the repetition of service problems and share with staff to ensure 


improvement and prevent recurrence. 
 
 
Development and implementation of quality policies 
 
12.1 Ensure all Trust policies and procedures which relate to nursing are  
           implemented, followed by all staff and are regularly audited with a particular  
           focus on quality of patient care. 
 
12.2 Ensure that all protocols and procedures to reduce risk of, and manage cases of, hospital 


acquired infection are adhered to. 
12.3 Involved in and support the process of policy development and strategic planning, and 


implementation. 
12.4 Apply their expertise and knowledge in the development and implementation of quality 


strategies and policies. 
 
 
Research, Development & audit 
 
13.1 Responsible for ensuring that areas for which they are responsible implement 
            quality audits within agreed timescales. 
 
13.2  Promotes an environment where research and development is valued. 
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General Requirements 
 
13.2 Participate in the Senior Managers extended rota, (may include Out of Hours on call rota as first 


on call). 
 
13.3 Any other duties commensurate with the role and knowledge/skills of the post holder 


 


Values and Behaviours 


 


 


Mandatory Responsibilities 


1. To observe the provisions of and adhere to all Trust policies and procedures. 


2. To actively participate in the annual performance review to identify personal development 
needs 


3. To attend Trust Statutory and Mandatory training sessions as required and any other 
training courses relevant to the post.  


4. To fully comply with the relevant sections of the Health and Safety at Work Act 1974.  They 
must also understand and implement Mersey and West Lancashire Teaching Hospitals 
NHS Hospitals Trust “Statement of Policy on Health and Safety at Work” and the Trust 
corporate “Health and Safety Policies and Procedures”.  You are required to follow all 


We: 
• Treat every individual with respect 


• Are compassionate in our support of patients and colleagues 


• Are friendly and welcoming and always introduce ourselves 


• Care for each other as we care for our patients 


• Are polite and value each other’s thoughts and ideas 


We: 
• Are always listening and learning 


• Encourage and support two-way communication 


• Are honest, fair, and open with others 


• Take responsibility for our actions and always aim to improve 


• Develop our services in the best interests of our communities 


We: 
• Value everyone’s cultural social and personal needs 


• Celebrate our differences and support each other 


• Listen to all voices 


• Work as a team and learn from each other 


• Challenge prejudice and promote acceptance 
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applicable rules and procedures relating to Health and Safety at Work and to take all 
responsible precautions to avoid actions. 


5. To be aware of the confidential aspects of the post. To keep up to date with the 
requirements of information governance; undertake mandatory training and follow Trust 
policies and procedures to ensure that trust information is dealt with legally, securely, 
efficiently, and effectively. Breaches of confidentiality will result in disciplinary action that 
may involve dismissal. You must maintain the confidentiality of information about service 
user staff and organisational business in accordance with the General Data Protection 
Regulations 2018 and Caldicott principles. 


6. The post holder should also be aware that, regardless of any action taken by the employing 
authority, breaches of confidentiality could result in civil action for damages. 


7. All staff will be treated with respect by management, colleagues, patients, and visitors and 
equally staff will treat management, colleagues, patients, and visitors with the same level 
of respect. Staff will be supported to challenge any discriminatory behaviour that may be 
based on differences in race, disability, language, culture, religion, sexuality, age, and 
gender or employment status.  


8. You will be expected to undertake the Trusts’ commitment to safeguarding and promoting 
the welfare of children, young people, and vulnerable adults. 


9. To ensure that when creating, managing, and sharing information records it is done in an 
appropriate way, subject to statutory requirements and agreed security and confidentiality 
policies, procedures, and guidelines.  All employees are responsible for implementing and 
maintaining data quality, ensuring that records are legible and attributable and that the 
record keeping is contemporaneous 


10. In accordance with the Health and Social Care Act 2008, the post holder will actively 
participate in the prevention and control of infection within the capacity of their role.  The 
Act requires the post holder to attend infection prevention and control training on induction 
and at regular updates and to take responsibility for the practical application of the training 
in the course of their work.  Infection prevention and control must be included in any 
personal development plan and/or appraisal.  


11. To adhere to relevant Code of Practice of Professional body (if appropriate)  


12. The post holder must be flexible in the duties performed and it is expected that similar 
duties, not specifically listed above, will be carried out as required and may be cross site. 


13. To adhere to the NHS Constitution and its principles and values. You must be aware of 
your Duty of Candour which means that you must be open and honest during your 
employment and if you see something wrong, you must raise it. You must read the NHS 
Constitution in full and can download this from the Trusts intranet site or the www.gov.uk 
website.  


14. The Trust is a non-smoking site. Failure to follow this rule could lead to disciplinary action. 



http://www.gov.uk/
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The duties outlined above are not intended to be exhaustive and may change as the needs of 
the department alter in line with current agendas. This job description will be subject to 
periodic review and amendment in accordance with the needs of the Trust.  


 


Date Job Description Reviewed 30th November 202 


Author Carol Fowler 


Associate Director of Nursing  
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Job Description 
 


Job Information 


Job Title: Clinical Lead for Patient Flow 


Directorate/Service: Medicine and Urgent Care Divison 


AFC Band: Band 8b 


Accountable/Responsible To: Deputy Chief Operating Officer 


Base Location: Southport and Ormskirk Hospitals 


AFC Reference:  JM161B 


 


Purpose of the role 


The Head of Patient Flow is a senior clinical nurse role charged with the operational responsibility for 
managing patient flow from admission through to discharge heading up the Clinical Coordinators/ 
Patient Flow Managers and Discharge Teams. This role will ensure that decisions affecting patient 
flow support patient safety and quality throughout the patient journey from admission, during their stay 
and through to timely and safe discharge. 


 


Main Tasks and Responsibilities 


1.1 Communication and relationships  


1.1.1 Lead the Patient Flow and Discharge Teams and provide the day-to-day senior operational 
support to enable effective decisions to be made about the daily capacity and flow as well as provide 
support to developing a robust plan in line with all patient safety and quality standards that the Trust is 
committed to achieve.  


1.1.2 Using expert knowledge, make appropriate decisions to enable patient safety make the most 
effective and efficient use of allocated resources. Act as advocate and senior clinical decision maker 
for patient flow when issues are escalated to you, that the relevant teams are unable to resolve.  


1.1.3 Ensure that appropriate issues are escalated to the right people at the right time to ensure safe 
and appropriate practice and standards are being maintained. These may be clinical, operational, 
financial, or reputational issues that have wider Trust implications.  
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1.1.4 Work with other Business Units and Teams to proactively develop and improve the ED, 
emergency, and elective inpatients’ pathways to facilitate a seamless delivery of high-quality care 
based on Trust values, ensuring patient safety is always maintained.  


1.1.5 Ensure highly developed communication skills to facilitate liaison between departments and 
between the multi-professional teams and individuals.  


1.1.6 The role will be required to constructively challenge standards and behaviours, enabling the 
resolution and learning for those involved.  


1.1.7 At system level communicate complex and challenging issues in relation to patient discharge 
requirements, ensuring multi agency engagement and holding peers to account.  


1.1.8 Undertake highly emotive, challenging, and distressing issues with patients, families and carers in 
relation to discharge requirements.  


1.2 Leadership  


1.2.1 Provide professional clinical nursing leadership to the Patient Flow and Discharge teams.  


1.2.2 Use developed leadership and influencing skills with the ability to enthuse, motivate and involve 
individuals and teams.  


1.2.3 Examine different approaches to ways of working, boundaries and organisations to negotiate, as 
appropriate, an increased effectiveness and safety around patient access and discharge, as well as 
length of stay.  


1.2.4 The post holder will make it his/her responsibility to visibly engage with users of the service by 
way of acting as an ambassador of the Trust, promoting its services and listening to the experience of 
those who use the service.  


1.2.5 Contribute to the Trust wide strategic plans providing clinical and operational leadership in the 
management of the Trusts available capacity, working with Matrons, Directorate Managers and Heads 
of Service to assure that this happens in a clinically and effective manner.  


1.2.6 Represent the Trust externally on key meetings in relation to effective flow and discharge 
planning, informing operational planning at system level.  


1.2.7 Trust lead for effective delivery of board rounds and red-2-green initiatives in collaboration with 
Lead Nurse, Associate Directors of Nursing and AHPs, Head of Service and Matrons.  


1.3 Analysis and judgement  


1.3.1 Provide the necessary business intelligence in relation to patient flow and discharge to support 
decisions, communicating and empowering the necessary staff to ensure they are actioned.  


1.3.2 Ensure effective capacity planning using predictive modelling data and demand intelligence; 
facilitated by the trust BI teams.  
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1.3.3 Work closely with trust BI teams to develop and maintain effective patient and discharge reports 
in line with national guidance.  


1.3.4 With regards to problems identified with patient flow issues, undertake a root cause analysis for 
problems that arise which are unable to be resolved immediately.  


1.3.5 The post holder will work with Business Groups to facilitate learning, change and systems to 
avoid repetition of the problem through liaison and engagement with all the departments involved.  


1.4 Planning and organisation  


1.4.1 Provide effective operational and clinical leadership to the Patient Flow and Discharge teams, 
ensuring the teams are effective, taking remedial action wherever indicated.  


1.4.2 Participate in the Trust’s Emergency Plans and ensure Patient Flow business continuity plans are 
effective and are regularly tested.  


1.4.3 Ensure the Patient Flow and Discharge Teams are trained in emergency responses from a Major 
Incident or Business Continuity perspective.  


1.4.4 Ensure effective communication between the Trust and all Partners through networking and 
facilitating constructive relationships with external colleagues.  


1.4.5 Be responsible and accountable for developing and overseeing the implementation of policies 
and procedures that ensure the smooth day-to-day functioning of the Trusts discharge and admission 
avoidance pathways in their support of emergency and elective standards; work with operational teams 
and Matrons, to ensure that this happens in a clinically and safe manner.  


1.4.6 Work with all Clinical Business Groups to contribute perspective on all service improvement and 
patient flow issues that seek to constantly improve the safety, quality, and effectiveness of processes.  


1.4.7 Identify key links with partnership organisations, including the ambulance service, CCGs, Local 
Authorities, and independent providers to support effective admission and discharge arrangements. 
Responsible for escalating and liaising with any external service when issues arise.  


1.4.8 Contribute, utilise, and maintain information systems to aid effective flow of information and 
patient safety. The post holder will also work with the information team to develop and maintain 
effective reporting systems for use by the wider system partners.  


1.4.9 The post holder will evaluate the Patient Flow teams in terms of clinical and managerial 
effectiveness, clinical effectiveness, and value for money on an annual basis.  


1.5 Patient Care  


1.5.1 Lead and co-ordinate a seamless service through the development of processes and 
communication with regards to ED and inpatient capacity management (including elective admissions 
and RTT standards), emergency care performance, Ready for Discharge (RFD), Stranded and Super 
Stranded patient delays.  
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1.5.2 Chair the bed meetings and subsequent escalation meetings that are required; attend RFD 
Meetings & liaise with partners ensuring proactive management of delays in house and externally.  


1.5.3 Be accountable for forward operational plan arising from the bed meeting regarding the 
management of the next period before review.  


1.5.4 Participate in relevant Trust performance reviews and meetings to represent the service 
perspective.  


1.5.5 Responsible for implementing seasonal plans with other key stakeholders to enhance patient 
flow, safety, continuity, and standards of care.  


1.5.6 Participate in the Trust’s capacity strategy in conjunction with all CBU’s and specialties.  


1.6 Policy & Service development / implementation  


1.6.1 Responsible for the development and monitoring of all Trust policies in relation to safe and 
effective Patient Flow and Discharge ensuring our policies reflect the most up to date government 
guidance.  


1.6.2 Using strong analytical skills, diagnose problems within existing processes and effect changes to 
resolve them.  


1.6.3 Manage service developments as requested by the Deputy Chief Operating Officer.  


1.6.4 Work closely with the Trust Infection Prevention team to ensure all decisions in relation to patient 
flow are line with national and local guidance in relation to infection prevention and control.  


1.6.5 Inform Trust surge planning for pandemic and other untoward events, offering expert guidance 
and judgement in relation to effective and safe patient flow.  


1.7 Finance  


1.7.1 Accountable and responsible for the delegated Patient Flow and Discharge Teams budget, 
ensuring all financial resource are managed within Standard Financial Instructions, provide best value 
for money for the safety and quality of the service provided.  


1.7.2 Critically examine working practices within the department to identify cost improvements and 
effective measures, develop and implement action plans.  


1.7.3 The post holder will ensure the proper use of the Trusts resources such as stationary, telephone 
usage, photocopying and other consumables during business, ensuring minimal waste and minimal 
cost.  


1.7.4 To be a key part of the business groups financial planning, with relation to the Cost Improvement 
Programme and its performance management.  


1.8 Human Resources  
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1.8.1 Direct line management of the Patient Flow Teams, including the responsibility for appraisal, 
training, and development of these staff.  


1.8.2 Be responsible for the management and development of staff within the service and for their 
development and performance. Address any performance issues in accordance with Trust policies and 
procedures.  


1.8.3 Manage the rota for the Patient Flow Teams always ensuring adequate cover. Create an effective 
business continuity plan for the service to maintain cover at all times.  


1.8.4 Ensure that all staff are appropriately managed and developed and that they are therefore 
efficient, effective, engaged and highly motivated.  


1.8.5 Work with HR and within Trust policies to manage staff in a fair and consistent manner at all 
times and which reflects their own individual performance.  


1.9 Clinical Governance  


1.9.1 Be the lead for clinical governance within the Patient Flow Teams and ensure incident reporting 
and complaints follow Trust policy and are fed back to all staff to learn and improve care.  


1.9.2 Contribute to risk management arrangements that ensure full compliance with internal and 
external governance and best practice requirements.  


1.9.3 Adhere to all Trust policies and procedures and specifically ensure the Infection Prevention and 
Control agenda is adhered to at all times in relation to capacity management.  


1.10 Participate on the Senior Manager On-Call rota  
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Values and Behaviours 


 


 


Mandatory Responsibilities 


1. To observe the provisions of and adhere to all Trust policies and procedures. 


2. To actively participate in the annual performance review to identify personal development 
needs 


3. To attend Trust Statutory and Mandatory training sessions as required and any other 
training courses relevant to the post.  


4. To fully comply with the relevant sections of the Health and Safety at Work Act 1974.  They 
must also understand and implement Mersey and West Lancashire Teaching Hospitals 
NHS Hospitals Trust “Statement of Policy on Health and Safety at Work” and the Trust 
corporate “Health and Safety Policies and Procedures”.  You are required to follow all 
applicable rules and procedures relating to Health and Safety at Work and to take all 
responsible precautions to avoid actions. 


5. To be aware of the confidential aspects of the post. To keep up to date with the 
requirements of information governance; undertake mandatory training and follow Trust 
policies and procedures to ensure that trust information is dealt with legally, securely, 
efficiently, and effectively. Breaches of confidentiality will result in disciplinary action that 
may involve dismissal. You must maintain the confidentiality of information about service 
user staff and organisational business in accordance with the General Data Protection 
Regulations 2018 and Caldicott principles. 


We: 
• Treat every individual with respect 


• Are compassionate in our support of patients and colleagues 


• Are friendly and welcoming and always introduce ourselves 


• Care for each other as we care for our patients 


• Are polite and value each other’s thoughts and ideas 


We: 
• Are always listening and learning 


• Encourage and support two-way communication 


• Are honest, fair, and open with others 


• Take responsibility for our actions and always aim to improve 


• Develop our services in the best interests of our communities 


We: 
• Value everyone’s cultural social and personal needs 


• Celebrate our differences and support each other 


• Listen to all voices 


• Work as a team and learn from each other 


• Challenge prejudice and promote acceptance 
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6. The post holder should also be aware that, regardless of any action taken by the employing 
authority, breaches of confidentiality could result in civil action for damages. 


7. All staff will be treated with respect by management, colleagues, patients, and visitors and 
equally staff will treat management, colleagues, patients, and visitors with the same level 
of respect. Staff will be supported to challenge any discriminatory behaviour that may be 
based on differences in race, disability, language, culture, religion, sexuality, age, and 
gender or employment status.  


8. You will be expected to undertake the Trusts’ commitment to safeguarding and promoting 
the welfare of children, young people, and vulnerable adults. 


9. To ensure that when creating, managing, and sharing information records it is done in an 
appropriate way, subject to statutory requirements and agreed security and confidentiality 
policies, procedures, and guidelines.  All employees are responsible for implementing and 
maintaining data quality, ensuring that records are legible and attributable and that the 
record keeping is contemporaneous 


10. In accordance with the Health and Social Care Act 2008, the post holder will actively 
participate in the prevention and control of infection within the capacity of their role.  The 
Act requires the post holder to attend infection prevention and control training on induction 
and at regular updates and to take responsibility for the practical application of the training 
in the course of their work.  Infection prevention and control must be included in any 
personal development plan and/or appraisal.  


11. To adhere to relevant Code of Practice of Professional body (if appropriate)  


12. The post holder must be flexible in the duties performed and it is expected that similar 
duties, not specifically listed above, will be carried out as required and may be cross site. 


13. To adhere to the NHS Constitution and its principles and values. You must be aware of 
your Duty of Candour which means that you must be open and honest during your 
employment and if you see something wrong, you must raise it. You must read the NHS 
Constitution in full and can download this from the Trusts intranet site or the www.gov.uk 
website.  


14. The Trust is a non-smoking site. Failure to follow this rule could lead to disciplinary action. 


The duties outlined above are not intended to be exhaustive and may change as the needs of 
the department alter in line with current agendas. This job description will be subject to 
periodic review and amendment in accordance with the needs of the Trust.  


 


Date Job Description Reviewed 17th August 2021 


Author 
M Carmichael  


Associate Director of Operations  


 



http://www.gov.uk/
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Job Description 
 


Job Information 


Job Title: Patient Discharge Facilitator 


Directorate/Service: Medicine and Urgent Care Division 


AFC Band: Band 4 


Accountable/Responsible To: Senior Discharge Co-ordinator 


Base Location: Southport and Ormskirk Hospitals 


AFC Reference:  JM393 


 


Purpose of the role 


The Patient Discharge Facilitator will provide an essential service to the efficient running of The 
Patient Flow Team. They must have the ability to work as part of a team as well as being able to work 
on their own initiative. The post holder must have excellent communication skills, IT competent, be 
able to work well under pressure and prioritise workload. They will assist in the safe and timely 
discharge of patients from both Southport and Ormskirk Hospitals.  


The post holder will act as a competent and integral part of the team, supporting the medical and 
nursing team in the flow of patients throughout the organisation from the Accident and Emergency 
department to the Rehabilitation wards. They will liaise with key members of the multidisciplinary team, 
social services and partners to gain intelligence on actual or potential discharges and or barriers to 
discharges. The post holder will be able to utilise and update the various IT systems available in the 
Trust to support the smooth flow of patients across the organisation 


 


Main Tasks and Responsibilities 


• Work closely with clinicians, social work teams and multidisciplinary teams to deliver a high-
quality patient focussed service.  


• Liaise with multi-disciplinary teams to facilitate accurate assessments of patient’s needs.  


• Ensure that patients, relatives and carers are provided with information about discharge 
planning and that the information and timescales of the discharge are provided and understood.  


• Liaise with pharmacy to ensure TTO’s are ready for the patient’s discharge  
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• Liaise with ambulance control when ambulance transport is required for the patient’s discharge.  


• Liaise with care/nursing homes to ensure timely assessments and completion of required 
documentation to facilitate discharge.  


• Attend the weekly discharge planning meetings and raise any relevant issues with the multi-
disciplinary team to ensure resolution prior to discharge.  


• Ensure that all relevant discharge information is recorded accurately, processed on time and is 
communicated to the multi-disciplinary team.  


• Ensure awareness of the hospital discharge policies are communicated to all relevant parties.  


• Extract data as needed from designated data sources (paper records and electronic records) in 
regard to patient length of stay and delayed transfer of care and understanding the importance 
of the nationally reportable data.  


• Utilise all electronic systems in the Trust including: Evolve, Medway and Vital Pac.  


• Enter data on the dedicated computerised systems ensuring that full and accurate records are 
maintained in accordance with required reporting standards.  


• Prepare, on request, monthly reports for clinical teams, community teams and Trust 
information, identifying and resolving issues that could delay the safe and timely discharge of 
our patients.  


• Provide advice and respond to queries from clinicians and other staff, both internally and 
externally to the Trust, with regards to patient discharge.  


• Knowledge of software programme such as Microsoft Access/Excel and word to enable the 
input, extract and manipulation of data using various computer systems.  


• Take responsibility for ensuring that all data is collected in a timely manner and that deadlines 
are met  


Communication  


• Communicate effectively within the nursing team, multi-disciplinary team and other departments 
to ensure patient care is panned and coordinated  


• To be aware of and maintain the requirement for confidentiality in the clinical setting.  


• Provide reassurance to patients and carers/family  


• Effectively communicate patients’ needs and plans of care to the registered nurse/ practitioner 
who you are working with to manage a group of patients.  


• Involvement in the reporting, handover and documentation of patient care under the supervision 
of a registered nurse  
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• Ability to provide and receive information in writing/verbally to maintain patient records  


Patient Care  


• To ensure the registered nurse responsible for the care of the patient is kept informed of any 
changes in condition and treatment.  


• To ensure that the registered nurse is made aware of any transfer of information between 
members of the multi-disciplinary team and patients & relatives.  


• To acknowledge own personal limitations in line with Trust policy relating to role and 
requirements  


• Co-ordinate and undertake the safe transfer and discharge of patients and contribute to flow 
through the hospital.  


• Provide high quality care appropriate to patient need ensuring documentation completed.  


• Evaluate care delivered and document accurately  


• Undertake nursing assessments on patients in your care within the hospital  


• Take personal responsibility for ensuring patients are treated with courtesy at all times, the 
individuals needs of patients are respected  


• Undertake and interpret a range of patient observations as required in clinical areas, e.g.:- 
temperature, pulse, respiration, blood pressure, neurological observations , EWS; reporting 
adverse signs to registered clinicians  


Management/ leadership  


• Involvement in relevant audits required for the Patient Flow Team.  


• Maintain personal development, and participate in identifying personal needs to develop further  


• Share knowledge and skills with colleagues.  


 


 


 


 


 


Values and Behaviours 
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Mandatory Responsibilities 


1. To observe the provisions of and adhere to all Trust policies and procedures. 


2. To actively participate in the annual performance review to identify personal development 
needs 


3. To attend Trust Statutory and Mandatory training sessions as required and any other 
training courses relevant to the post.  


4. To fully comply with the relevant sections of the Health and Safety at Work Act 1974.  They 
must also understand and implement Mersey and West Lancashire Teaching Hospitals 
NHS Hospitals Trust “Statement of Policy on Health and Safety at Work” and the Trust 
corporate “Health and Safety Policies and Procedures”.  You are required to follow all 
applicable rules and procedures relating to Health and Safety at Work and to take all 
responsible precautions to avoid actions. 


5. To be aware of the confidential aspects of the post. To keep up to date with the 
requirements of information governance; undertake mandatory training and follow Trust 
policies and procedures to ensure that trust information is dealt with legally, securely, 
efficiently, and effectively. Breaches of confidentiality will result in disciplinary action that 
may involve dismissal. You must maintain the confidentiality of information about service 
user staff and organisational business in accordance with the General Data Protection 
Regulations 2018 and Caldicott principles. 


6. The post holder should also be aware that, regardless of any action taken by the employing 
authority, breaches of confidentiality could result in civil action for damages. 


We: 
• Treat every individual with respect 


• Are compassionate in our support of patients and colleagues 


• Are friendly and welcoming and always introduce ourselves 


• Care for each other as we care for our patients 


• Are polite and value each other’s thoughts and ideas 


We: 
• Are always listening and learning 


• Encourage and support two-way communication 


• Are honest, fair, and open with others 


• Take responsibility for our actions and always aim to improve 


• Develop our services in the best interests of our communities 


We: 
• Value everyone’s cultural social and personal needs 


• Celebrate our differences and support each other 


• Listen to all voices 


• Work as a team and learn from each other 


• Challenge prejudice and promote acceptance 
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7. All staff will be treated with respect by management, colleagues, patients, and visitors and 
equally staff will treat management, colleagues, patients, and visitors with the same level 
of respect. Staff will be supported to challenge any discriminatory behaviour that may be 
based on differences in race, disability, language, culture, religion, sexuality, age, and 
gender or employment status.  


8. You will be expected to undertake the Trusts’ commitment to safeguarding and promoting 
the welfare of children, young people, and vulnerable adults. 


9. To ensure that when creating, managing, and sharing information records it is done in an 
appropriate way, subject to statutory requirements and agreed security and confidentiality 
policies, procedures, and guidelines.  All employees are responsible for implementing and 
maintaining data quality, ensuring that records are legible and attributable and that the 
record keeping is contemporaneous 


10. In accordance with the Health and Social Care Act 2008, the post holder will actively 
participate in the prevention and control of infection within the capacity of their role.  The 
Act requires the post holder to attend infection prevention and control training on induction 
and at regular updates and to take responsibility for the practical application of the training 
in the course of their work.  Infection prevention and control must be included in any 
personal development plan and/or appraisal.  


11. To adhere to relevant Code of Practice of Professional body (if appropriate)  


12. The post holder must be flexible in the duties performed and it is expected that similar 
duties, not specifically listed above, will be carried out as required and may be cross site. 


13. To adhere to the NHS Constitution and its principles and values. You must be aware of 
your Duty of Candour which means that you must be open and honest during your 
employment and if you see something wrong, you must raise it. You must read the NHS 
Constitution in full and can download this from the Trusts intranet site or the www.gov.uk 
website.  


14. The Trust is a non-smoking site. Failure to follow this rule could lead to disciplinary action. 


The duties outlined above are not intended to be exhaustive and may change as the needs of 
the department alter in line with current agendas. This job description will be subject to 
periodic review and amendment in accordance with the needs of the Trust.  


 


Date Job Description Reviewed 1st May 2018 


Author Tracey Edwards  
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Job Description 
 


Job Information 


Job Title: Theatre Co-ordinator 


Directorate/Service: Surgery 


AFC Band: Band 6 


Accountable/Responsible To: Director of Nursing 


Base Location: Southport/Ormskirk/Whiston/St Helens Hospitals 


AFC Reference:  JM078 


 


Purpose of the role 


• Assess, plan, implement and evaluate programmes of evidenced-based practice/care.  


• Participate in the education, development and line management of other staff members.  


• Work collaboratively and co-operatively with others to meet the needs of patients and their 
families.  


• Participate in improvement of services and the quality-of-care provision.  


• Comply with requirements of H&S and principles of COSHH and CNST.  


• Ensure that services provided are high quality evidence based, and patient centred.  


• Provide support and assist the Theatre Manager in providing professional leadership to the 
multi-disciplinary team and users of the operating theatres, by being responsible for the day-to-
day co-ordination of the theatre suite.  


• Manages and directs the daily workload within the theatre suite with regard to re-deployment of 
human resource to meet daily service needs.  


• Ensures effective communication to staff/users of the department  


• Undertake IPR and development of staff within the Theatre Suite.  


• Deputise for Team Leader/ Clinical Manager in absence.  
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Main Tasks and Responsibilities 


The KSF Dimensions relevant to this job description are:  


• C1 Communication  


• C2 Personal and People Development  


• C3 Health, Safety and Security  


• C4 Service Improvement  


• C5 Quality  


• C6 Equality and Diversity  


• HWB7 Interventions and Treatments  


• EF2 Environments and Buildings  


• IK1 Information Processing  


• G6 People Management  


• Main duties & responsibilities  


CLINICAL: under the direction of the Registered Practitioner  


• Collect, collate, evaluate and report information, maintaining accurate patient records and 
theatre documentation including use of Galaxy Theatre System.(KSF Dimension IK1)  


• Responsible for the smooth transition of patient flow within the department(KSF Dimension G6)  


• Involve where possible patients, multidisciplinary team and carers/relatives in the planning and 
delivery of services within the theatre area. (KSF Dimension C6, C1)  


• Work collaboratively with other professionals and departments to ensure patient care needs are 
met, especially with regard to efficient enhancement of the patient journey within the speciality. 
(KSF Dimension C1)  


• Establish and maintain effective communication with multi-disciplinary team, patients, 
carers/relatives and other wards and departments.(KSF Dimension C1)  


• Recognise and respond appropriately to urgent and emergency situations within theatres, and 
other departments in Trust when required following appropriate training.(KSF Dimension 
HWB7)  


• Treat all information regarding clients and patients as confidential.(KSF Dimension C6)  
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• Participate in local decontamination and sterilisation procedures as per Trust policy.(KSF 
Dimension EF2)  


• Ensure patient records, theatre Galaxy system and theatre documentation are maintained, and 
that documentation reflects care provided.(KSF Dimension IK1)  


• Maintain safe custody of drugs in compliance with Trust policy.(KSF Dimension C3)  


• Fulfil all mandatory training requirements.(KSF Dimension C3)  


LEADERSHIP  


• Manage daily fluctuations in workload ensuring appropriate skill mixing and deployment of 
theatre teams.(KSF Dimension G6)  


• Ensure excellent communication within the theatre team. Setting an example by ensuring 
effective and timely verbal and/or written communication on all relevant subject matter by 
dissemination to colleagues and members of the multi-disciplinary team. Liaise and 
communicate with members of the multi-disciplinary team, user directorates and patients, being 
tactful and utilising persuasive skills where appropriate especially when there are barriers to 
understanding (mentally handicapped/confused patients) or giving and receiving complex 
and/or sensitive information, during change management (KSF Dimension C1)  


• Support the Clinical Theatre Manager in staffing waiting list initiative activity as requested(KSF 
Dimension G6)  


• Proactively identify potential areas of difficulty, which may impact on service delivery within the 
theatre suite (KSF Dimension C3)  


• Deputise for the Team Leader/ Clinical Manager in their absence facilitating the management 
and organisation of the department.(KSF Dimension G6)  


• Be responsible for requesting/ordering instruments on a daily basis from HSDU (KSF 
Dimension 1)  


• Accept delegated line management responsibilities from Team Leader and Clinical Theatre 
Manager including performance development reviews and provide counselling & support where 
necessary.(KSF Dimension G6)  


• Support the Team Leader/ Clinical Manager to maximise best use of clinical resources, 
implementing best practice in patient flow, and the patient’s journey.(KSF Dimension C4)  


• Participate in the selection and appointment process of new staff.(KSF Dimension G6)  


• Promote the development of services within the speciality area and assist the team Leader / 
Clinical Manager to implement change.(KSF Dimension C4)  


• Monitor health, safety and security of self and others and implement best practice within the 
theatre suite.(KSF Dimension C3)  







 


 4 


P
ag


e4
 


• Undertake IPR and development of staff within the theatre suite.(KSF Dimension G6)  


• Participate in the setting up of call-off orders, liaising with supplies/HSDU/Theatre 
Manager/Medical Companies.(KSF Dimension C1)  


• Responsible for consignment stock control, liaising with internal/external auditors.(KSF 
Dimension C1)  


• Assist the Theatre Manager with the effective and efficient use of physical and financial 
resources, ensuring new practices / developments within theatres are ethically approved and 
costed in order to fill the responsibility of the budget holder.(KSF Dimension C4)  


• Act on concerns reported by team members or service users (KSF Dimension C5)  


• Assist the Matron in implementing change and innovative practice across all areas (KSF 
Dimension C4)  


EDUCATION AND DEVELOPMENT  


• Ensure own compliance and compliance of others with regard to mandatory training and PREP 
requirements.(KSF Dimension C2)  


• Support the Clinical Manager/Training Manager in facilitating an environment that provides staff 
with a range of education / training and development and opportunities.(KSF Dimension C2)  


• Participate in multi-disciplinary meetings.(KSF Dimension C2)  


• Participate in the development of others through working collaboratively with the theatre training 
department, undertaking involvement in training, education and development within and outside 
the theatre environment.(KSF Dimension C2, C4, C6)  


• Undertake supervision/development of pre & post-registered learners.(KSF Dimension C2)  


• Participate in undertaking staff development review and that issues of poor competence are 
addressed.(KSF Dimension G6)  


CLINICAL GOVERNANCE  


• Participate as required in the annual departmental audit.(KSF Dimension C4)  


• Ensure compliance with policies, procedures and clinical guidelines for self and others; 
participate in the development of the same.(KSF Dimension C5,C3)  


• Continually monitor standards of care and lead the improvement of care, be responsible for 
benchmarking, audit and research within the specialty. Promoting standardisation /best practice 
networking across the theatre directorate.(KSF Dimension C4)  


• Take the lead in service improvements for implementation within theatre suite.(KSF Dimension 
C4)  
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• Act in a prompt & timely manner of incident reporting, investigation & provision of information to 
Theatre Manager/Risk Management/CNST.(KSF Dimension C3)  


• Promote people’s equality, diversity and rights.(KSF Dimension C6)  


• Ensure effective emergency plans are in place and staff are able to respond appropriately in 
emergency situations.(KSF Dimension EF2)  


• Lead patient/public involvement activities, leading to perioperative service improvement.(KSF 
Dimension C4)  


• Assist Clinical Manager in the effective use and monitoring the quality of 
supplies/equipment.(KSF Dimension C4)  


• To be aware of duties and responsibilities in relation to risk management.(KSF Dimension C3)  


RESEARCH  


• To assist / implement in the introduction and application of research findings to operating 
theatre practice.(KSF Dimension C4, HWB7)  


• Participate in local research and clinical trials as directed by senior members of the team.(KSF 
Dimension C4, IK1)  


• To be aware of all current medical research relating to the operating department.(KSF 
Dimension HWB7, C1)  


RESPONSIBILITIES OF REGISTERED THEATRE PRACTITIONERS:  


• Maintain Active Status on the MNC / ODP/HPC Register  


• Act always in accordance with NMC/ODP/HPC Code of Conduct and guiding documents  


• Adhere to Trust Policy and Procedure.  


• Maintain up to date skills and knowledge and maintain awareness of professional issues.  


• Maintain a professional portfolio.  


• Participate in service on call rota, night duty, undertake rotation within theatres to include cross-
site working to support personal development needs.  


• Maintain recent evidence of relevant competencies for use of all equipment used.  


• Adhere to Trust Policy and Procedure  
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Values and Behaviours 


 


 


Mandatory Responsibilities 


1. To observe the provisions of and adhere to all Trust policies and procedures. 


2. To actively participate in the annual performance review to identify personal development 
needs 


3. To attend Trust Statutory and Mandatory training sessions as required and any other 
training courses relevant to the post.  


4. To fully comply with the relevant sections of the Health and Safety at Work Act 1974.  They 
must also understand and implement Mersey and West Lancashire Teaching Hospitals 
NHS Hospitals Trust “Statement of Policy on Health and Safety at Work” and the Trust 
corporate “Health and Safety Policies and Procedures”.  You are required to follow all 
applicable rules and procedures relating to Health and Safety at Work and to take all 
responsible precautions to avoid actions. 


5. To be aware of the confidential aspects of the post. To keep up to date with the 
requirements of information governance; undertake mandatory training and follow Trust 
policies and procedures to ensure that trust information is dealt with legally, securely, 
efficiently, and effectively. Breaches of confidentiality will result in disciplinary action that 
may involve dismissal. You must maintain the confidentiality of information about service 
user staff and organisational business in accordance with the General Data Protection 
Regulations 2018 and Caldicott principles. 


We: 
• Treat every individual with respect 


• Are compassionate in our support of patients and colleagues 


• Are friendly and welcoming and always introduce ourselves 


• Care for each other as we care for our patients 


• Are polite and value each other’s thoughts and ideas 


We: 
• Are always listening and learning 


• Encourage and support two-way communication 


• Are honest, fair, and open with others 


• Take responsibility for our actions and always aim to improve 


• Develop our services in the best interests of our communities 


We: 
• Value everyone’s cultural social and personal needs 


• Celebrate our differences and support each other 


• Listen to all voices 


• Work as a team and learn from each other 


• Challenge prejudice and promote acceptance 
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6. The post holder should also be aware that, regardless of any action taken by the employing 
authority, breaches of confidentiality could result in civil action for damages. 


7. All staff will be treated with respect by management, colleagues, patients, and visitors and 
equally staff will treat management, colleagues, patients, and visitors with the same level 
of respect. Staff will be supported to challenge any discriminatory behaviour that may be 
based on differences in race, disability, language, culture, religion, sexuality, age, and 
gender or employment status.  


8. You will be expected to undertake the Trusts’ commitment to safeguarding and promoting 
the welfare of children, young people, and vulnerable adults. 


9. To ensure that when creating, managing, and sharing information records it is done in an 
appropriate way, subject to statutory requirements and agreed security and confidentiality 
policies, procedures, and guidelines.  All employees are responsible for implementing and 
maintaining data quality, ensuring that records are legible and attributable and that the 
record keeping is contemporaneous 


10. In accordance with the Health and Social Care Act 2008, the post holder will actively 
participate in the prevention and control of infection within the capacity of their role.  The 
Act requires the post holder to attend infection prevention and control training on induction 
and at regular updates and to take responsibility for the practical application of the training 
in the course of their work.  Infection prevention and control must be included in any 
personal development plan and/or appraisal.  


11. To adhere to relevant Code of Practice of Professional body (if appropriate)  


12. The post holder must be flexible in the duties performed and it is expected that similar 
duties, not specifically listed above, will be carried out as required and may be cross site. 


13. To adhere to the NHS Constitution and its principles and values. You must be aware of 
your Duty of Candour which means that you must be open and honest during your 
employment and if you see something wrong, you must raise it. You must read the NHS 
Constitution in full and can download this from the Trusts intranet site or the www.gov.uk 
website.  


14. The Trust is a non-smoking site. Failure to follow this rule could lead to disciplinary action. 


The duties outlined above are not intended to be exhaustive and may change as the needs of 
the department alter in line with current agendas. This job description will be subject to 
periodic review and amendment in accordance with the needs of the Trust.  


 


Date Job Description Reviewed January 2014 


Author Gill Davies  


 



http://www.gov.uk/
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Job Description 
 


Job Information 


Job Title: Clinical Co-ordinator 


Directorate/Service: Medicine and Urgent Care Division 


AFC Band: Band 7 


Accountable/Responsible To: Head of Patient Flow 


Base Location: Southport and Ormskirk Hospitals 


AFC Reference:  JM320 


 


Purpose of the role 


The post holder will be responsible for the effective and efficient provision of a Trust Bed Management 
Service and will co-ordinate all emergency and elective admissions to the Trust.  


Work proactively within a multidisciplinary team in order to establish projected discharge dates and 
promote early discharge opportunities to improve bed utilisation.  


Provide senior management cover for hospital site as required. 


 


Main Tasks and Responsibilities 


 Professional Responsibilities  


1. Maintain and contribute to effective communication systems within the team.  


2. Manage relationships with Trust staff, patients and relatives.  


3. Keep up to date with the latest IT strategies and ensure sound knowledge of technology directly 
relating to role.  


4. Develop supportive and close working relationships with all areas within the Trust  


5. Work closely with the Matrons, Directorate Managers and Discharge Team to manage patient 
flow.  


6. Liaise and develop relationship with other Trusts and organisations.  
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7. Demonstrate effective communication to patients, carers and colleagues at all times, ensuring 
understanding and encouraging discussion.  


8. Employ motivational, persuasive, empathetic and physical communication skills using a wide 
range of methods.  


9. Be able to communicate with people in a form and manner which is consistent with their level of 
understanding, culture, background and preferred ways of communicating.  


10. Be proactive in seeking out different styles and methods of communicating.  


11. Support the Trust to ensure safe staffing is maintained, particularly out of hours and the 
allocation of temporary staffing  


Leadership  


1. Provide advice and leadership on patient flow throughout the Trust.  


2. Utilise data to inform bed management decisions in conjunction with the rest of the team.  


3. Use the data available on the hospital IT system to identify patients for admission and in the 
right priority.  


4. Promote evidence-based practice in line with the Trust Nursing, Patient Experience and Quality 
Strategies.  


5. To introduce and apply research findings to nursing practice where relevant.  


6. Predict changing requirements on a daily basis and help to meet these through close liaison 
with medical, nursing and other relevant colleagues  


7. Participate and where appropriate, lead the escalation meetings and ensure all necessary 
reporting mechanisms are utilised and reported appropriately  


8. Attend internal meetings and occasional external professional meetings as required..  


9. To collect accurate information from each ward on admissions, transfers and discharges.  


10. To maintain and monitor systems including IT systems to facilitate bed management.  


11. To assist and report on bed usage data as required.  


12. The night bed manager will coordinate overnight, ensuring patient/staff safety.  


13. Undertake extended role of the nurse.  


Organisational Skills  


1. Manage bed throughput in a way that effectively utilises the appropriate beds in a timely 
manner.  







 


 3 


P
ag


e3
 


2. Assist in the management of the National targets for A&E, ensuring that patient care is the main 
priority.  


3. Be responsible for producing accurate and complete records consistent with regional 
requirements.  


4. Be able to manage own time and workload effectively.  


5. Work unsupervised and organise own workload and work in a manner which maintains and 
promotes quality.  


6. Develop new knowledge and skills in own / new work areas.  


7. Ensure compliance to all Trust Risk Management, Research Governance and Infection Control 
Policies and Procedures.  


Clinical Care  


1. To ensure competence in a wide range of advanced clinical skills such a Venepuncture, 
Cannulation, Arterial blood gas sampling, BLS and ALS.  


2. Ensure that own competency is maintained in the use of clinical equipment relevant to the role.  


3. Advocate and provide compassionate, caring clinical practice  


Patient care  


1. Ensure patients are nursed in the most appropriate setting.  


2. Maintain privacy and dignity for all patients at all times.  


3. Ensure patients are nursed in same sex accommodation and provide root cause analysis if 
there is a breach.  


4. Provide clinical supervision to newly qualified nurses and health care assistants.  


5. Act as a role model to all staff, upholding the professional mandatory standards and challenging 
behaviour that does not follow this.  


6. Provide clinical advice where appropriate to all sections of the Trust.  


7. Have highly developed clinical knowledge underpinned by theory and experience.  


8. Ensure that nursing practice adheres to the NMC Code of Practice and Trust policies and 
procedure.  


9. Work effectively in a multi-disciplinary and multi-agency team working across statutory and non-
statutory settings.  
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10. Participate in clinical audit, practice research initiatives, quality assurance and clinical 
governance.  


Service Development  


1. To promote the principles and standards of excellent nursing practice ensuring all nursing staff 
are familiar with them.  


2. Maintain and sustain direction, policies and strategies until they are firmly embedded in the 
culture of the Trust and inspire others with values and a vision of the future, whilst 
acknowledging traditions and backgrounds.  


3. Record and report accidents, incidents and complaints as per Trust policy.  


4. Demonstrate a sound knowledge of current legislation and policy that underpins Healthcare 
delivery.  


5. Maintain quality in own work, leading by example and ensuring others to the same.  


6. Develop a culture that improves quality and take the appropriate action when there are 
persistent quality issues.  


7. Benchmark acceptable standard for practice, liaising with other Trusts and networks as 
necessary.  


Personal Development  


1. Maintain appropriate qualifications and keep up to date with evidence-based practice in all 
areas relating to nursing and/or their specialised field.  


2. Maintain current registration with the Nursing & Midwifery Council and abide by their Code of 
Professional Practice. A lapse in registration would render the post holder unable to work as a 
Registered Nurse  


3. Attend mandatory / statutory training as identified in Trust policy.  


4. Undertake appropriate mandatory training in infection control and comply with all Trust Infection 
Control policies relevant to the post, particularly with regard to the hand hygiene policy. To 
remind and challenge colleagues of their Infection Prevention and control responsibilities if 
there is a potential or actual breach of policy.  
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Values and Behaviours 


 


 


Mandatory Responsibilities 


1. To observe the provisions of and adhere to all Trust policies and procedures. 


2. To actively participate in the annual performance review to identify personal development 
needs 


3. To attend Trust Statutory and Mandatory training sessions as required and any other 
training courses relevant to the post.  


4. To fully comply with the relevant sections of the Health and Safety at Work Act 1974.  They 
must also understand and implement Mersey and West Lancashire Teaching Hospitals 
NHS Hospitals Trust “Statement of Policy on Health and Safety at Work” and the Trust 
corporate “Health and Safety Policies and Procedures”.  You are required to follow all 
applicable rules and procedures relating to Health and Safety at Work and to take all 
responsible precautions to avoid actions. 


5. To be aware of the confidential aspects of the post. To keep up to date with the 
requirements of information governance; undertake mandatory training and follow Trust 
policies and procedures to ensure that trust information is dealt with legally, securely, 
efficiently, and effectively. Breaches of confidentiality will result in disciplinary action that 
may involve dismissal. You must maintain the confidentiality of information about service 
user staff and organisational business in accordance with the General Data Protection 
Regulations 2018 and Caldicott principles. 


We: 
• Treat every individual with respect 


• Are compassionate in our support of patients and colleagues 


• Are friendly and welcoming and always introduce ourselves 


• Care for each other as we care for our patients 


• Are polite and value each other’s thoughts and ideas 


We: 
• Are always listening and learning 


• Encourage and support two-way communication 


• Are honest, fair, and open with others 


• Take responsibility for our actions and always aim to improve 


• Develop our services in the best interests of our communities 


We: 
• Value everyone’s cultural social and personal needs 


• Celebrate our differences and support each other 


• Listen to all voices 


• Work as a team and learn from each other 


• Challenge prejudice and promote acceptance 
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6. The post holder should also be aware that, regardless of any action taken by the employing 
authority, breaches of confidentiality could result in civil action for damages. 


7. All staff will be treated with respect by management, colleagues, patients, and visitors and 
equally staff will treat management, colleagues, patients, and visitors with the same level 
of respect. Staff will be supported to challenge any discriminatory behaviour that may be 
based on differences in race, disability, language, culture, religion, sexuality, age, and 
gender or employment status.  


8. You will be expected to undertake the Trusts’ commitment to safeguarding and promoting 
the welfare of children, young people, and vulnerable adults. 


9. To ensure that when creating, managing, and sharing information records it is done in an 
appropriate way, subject to statutory requirements and agreed security and confidentiality 
policies, procedures, and guidelines.  All employees are responsible for implementing and 
maintaining data quality, ensuring that records are legible and attributable and that the 
record keeping is contemporaneous 


10. In accordance with the Health and Social Care Act 2008, the post holder will actively 
participate in the prevention and control of infection within the capacity of their role.  The 
Act requires the post holder to attend infection prevention and control training on induction 
and at regular updates and to take responsibility for the practical application of the training 
in the course of their work.  Infection prevention and control must be included in any 
personal development plan and/or appraisal.  


11. To adhere to relevant Code of Practice of Professional body (if appropriate)  


12. The post holder must be flexible in the duties performed and it is expected that similar 
duties, not specifically listed above, will be carried out as required and may be cross site. 


13. To adhere to the NHS Constitution and its principles and values. You must be aware of 
your Duty of Candour which means that you must be open and honest during your 
employment and if you see something wrong, you must raise it. You must read the NHS 
Constitution in full and can download this from the Trusts intranet site or the www.gov.uk 
website.  


14. The Trust is a non-smoking site. Failure to follow this rule could lead to disciplinary action. 


The duties outlined above are not intended to be exhaustive and may change as the needs of 
the department alter in line with current agendas. This job description will be subject to 
periodic review and amendment in accordance with the needs of the Trust.  


 


Date Job Description Reviewed May 2018 


Author 
Tracey Edwards  


Head of Patient Flow - Interim  
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