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POSITION DESCRIPTION

Health Care Assistant 
	Department:
	Medical/Surgical/Peadiatrics/IPU Wards

	Location:
	Greymouth

	Reporting to:
	Clinical Nurse Managers 

	Senior Manager:
	Nurse Manager Clinical Services Operations


Purpose

To provide a high quality support services within the wards or departments as a member of the health care team under the direction and supervision of a Registered Nurse, Enrolled Nurse or midwife. 
To carry out some clinical and non-clinical tasks in a professional manner. It may also include redeployment to another ward or department to ensure adequate coverage there. 

To assist with routine housekeeping duties on a daily basis, 24/7 as the need arises. Provides back-up during times of sick, annual or other leave for Ward clerks. 
 Deal with enquiries courteously, promptly and direct enquiries to appropriate person if required. 

Objectives
· To assist nursing staff with the churn of the wards. Moving, cleaning and making beds. Assisting staff with toileting and showering of patients. Interacting with patients to keep them entertained such as reading to them.  
· Changing full linen and rubbish bags as necessary.

· Ensure patients have water jugs filled regularly and water remains cool.

· Assist nurses with filling in the patient care tools above patient beds with the nurses name and ensure they move with the patients.

· Ensure there is enough clean linen in the ward, to meet patient needs.

· Patients dignity and privacy must be respected at all times

· Clear and effective communication skills

· Ensure equipment and stock is available in good working order to meet the needs of the inpatients.

· Assist patient to eat their meals in timely manner so it is hot and enjoyable for them.

· Answer patient bells and get the appropriate nurse if necessary 

· Ensure patient pans/urine bottles go through the sanitiser in a timely manner

· Ensure stock used is replaced by ordering and putting stock away in the correct place.

· Collect meals from time to time from the kitchen

· Assist orderlies or other staff take patients to diagnostics

· Learn and take on ward clerk duties as required
· Be familiar with computers and software packages, including Word, Excel, Outlook and PowerPoint.  
· Adhere to WCDHB policies and procedures
· Undertake any special projects that may become apparent from time to time.
· From time to time you may be asked to be a sitter for patients who are confused. This will be over the  proposed FTE
Significant Working Relationships

DONM, Senior Medical Staff, Senior Nursing Staff, Head of Departments, Clinical Nurse Managers,General Public, agencies and Government agencies and any other service providers.

Health and Safety:

The Health Care Assistant will be responsible for their own safety and will ensure that no action or inaction on their part will cause harm to any other person.

Support staff will abide by the Organisations Health and Safety Plan and will attend when required Health and Safety Training as appropriate. The support staff will also bring health and safety issues to the attention of the CNM or HOD in a timely manner.
Quality Standards

It is expected the Health Care Assistant will participate in the development of quality activities and comply with any organisational policies that are in place.
Qualification’s and Experience

· Is computer literate

· Level 3 HCA would be advantageous. 

Personal  Attributes:
Mandatory

Key Behaviours:

· Ability to “work together” in a collaborative manner 

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

· Accepts responsibility for actions.

This job description gives a general outline of the duties and is not intended to be an inflexible or finite list of duties.  It may therefore be amended from time to time.
	Signed on behalf of West Coast District Health Board
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