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	Job Description

	Job title
	Assistant College Nurse

	Department
	Health Centre

	Reports to (Position Title)
	Senior Tutor


This document outlines the output and key accountabilities required of the post holder, as well as skills, qualifications and experience needed in order to carry out the role. It is not a definitive list.
	Purpose of the role



	The principal duties of the post-holder will be to work with the other College Nurse to deliver a health and welfare service to our students. This will be through accurate assessment and appropriate response to medical situations, patient presentations and welfare needs, and recognising if, when, where and how these should be treated. This will include recognising when to refer a patient or involve other health-care professionals. A particular focus in the academic year 2020-21 will be on assisting the College’s efforts to manage its response to the Covid-19 pandemic.

	


	Background information

	Based at
	Gonville & Caius College, Trinity Street, Cambridge

	Hours of work
	20 hours per week, across 32 weeks per year (mostly during term time) – 0.32FTE equivalent. 

	Contract type
	Permanent

	Qualifications
	NMC Registered Nurse

	Key Skills
	Clinical and welfare support skills
Ability to prioritise workload and recognise emergency situations

Initiative, discretion and ability to work with limited supervision

	Work experience
	Broad post registration experience

Broad experience to manage a range of medical, psychological and other emergencies
Experience of working with young  people

	Budget responsibilities
	None


	Main duties and Responsibilities 

	· In order to provide high standards of care and contribute to provision of Health Centre service, the post holder will:

Hold regular, independent clinics offering one-to-one consultations, on weekdays during term time

Answer queries and provide advice and information via telephone consultation and email

Keep accurate, professional  electronic records  of all patient interactions using the health centre’s PPS secure database
Initiate contact with patients to provide follow-up care where appropriate

	· In order to provide a comprehensive support service, the post holder will:                                                                         

Liaise closely with the College Nurse to ensure continuity of care                               

Liaise closely, whilst maintaining professional confidentiality, with appropriate healthcare professionals, Senior Tutor, Tutors, as well as other members of staff as needed, to ensure continuity of care.

Participate in regular (minimum of 2) reflective practice or clinic supervision sessions per term, to support safe and best practice 

Engage in appropriate Post-Registration education for professional up-dating as required



	· In order to augment welfare support, the post holder will:  

             Support students with disabilities or special needs 

         Offer well person consultations by appointment

         Provide health education as appropriate, both planned and opportunistically


	· In order to maintain confidentiality and safety, the post holder will:

          Be responsible for the security of the Health & Wellbeing Centre and its contents whilst on duty

          Keep electronic patient records and information secure and confidential

          Maintain safe storage and administration of drugs, medical supplies and equipment

          Maintain safe working practices and attend organisational health and safety training



	· In order to contribute to continuity of service, the post holder will:

work with the College Nurse to assist with departmental and in-College tasks related to health and welfare


Further requirements & Information relevant to the role

	Additional role requirements
	Yes
	No

	DBS check
	X
	

	Lone working
	
	X

	Manual handling
	X
	

	Working at height
	
	X

	Uniform provided
	
	X

	Other (please specify)
	
	X

	
	
	

	Training / verification requirements
	
	

	Fire safety
	X
	

	Health & Safety
	X
	

	Data Protection
	X
	

	Equality & Diversity
	X
	

	Prevent
	X
	

	Cyber security
	X
	

	Dignity at work
	X
	

	Anti-bribery and corruption
	
	X

	Other (please specify):
	X
	

	Role based CPD – (eg. Mental health, clinical health, safeguarding) 
	X
	


Team Responsibilities

· Participate in team meetings when required.

· Share ideas for improvements. 

· Help other employees when you have spare capacity or time. 

· Help cover staffing shortfalls when required.

· Help to keep the department calm by working well and showing consideration for others
This role profile outlines the duties required at the current time to indicate the level of responsibility. It is not intended to be a comprehensive or exhaustive list and may be varied by the College management to include other reasonable requests, which are up to the same skill level, and of the same type, already undertaken and which do not change the general character of the job or the overall level of responsibility.
Health and Safety

All employees must adopt a responsible attitude towards health and safety and to comply with any procedures as required by the College in order to ensure the health and safety of themselves, their colleagues and any other persons that may be affected by their actions.  They must be prepared to undertake any training provided in relation to health and safety or which is identified as necessary in relation to their work. 
Continuous Professional Development

Caius is supportive of continuous professional development and opportunity for training and development will be provided.
	Person Specification


	Job title
	Assistant College Nurse

	Department
	Health Centre

	Reports to (Position Title)
	College Nurse


	
	Criteria
	Essential

/Desirable
	Assessment method

A - Application form
I - Interview
T - Test

	Overview
	The post-holder must have strong assessment skills enabling accurate and appropriate response to medical presentations, and health and welfare situations, and recognise if, when, where and how these should be treated. This will include recognising when to refer a patient or involve other health-care professionals.
	Essential


	A, I, T

	Qualifications and Training 
	· NMC Registered Nurse with Sufficient experience to manage a range of medical, psychological and other emergencies

· Experience of managing minor illnesses and injuries and wound care

· Experience of working with young  people

· Experience of working with patients with mental health conditions 
	Essential


	A

A

A, I
A, I

	Knowledge, Skills & Proven abilities
	Knowledge of local referral pathways
	Essential


	I, T

	
	Counselling and welfare support skills
	Desirable
	A, I, T

	
	Well-developed organisational and administrative skills and an ability to prioritise workload and recognise emergency situations.
	Essential


	
T

	
	Ability to work flexibly at times, in response to needs of service.
	Essential


	I

	
	Initiative, discretion and ability to deal appropriately with sensitive and private information, and to operate in a highly confidential and professional manner.
	Essential


	I,T

	
	Ability to deal appropriately with sensitive and private information about individuals and to operate in a highly confidential and professional manner.
	Essential


	I

	
	Computer literacy; including use of Microsoft Word, Outlook and Excel, with strong written and verbal skills
	Essential


	A, T

	
	Clinical skills
	Essential


	I, T

	
	Aptitude for independent working, and ability to work with limited supervision, as well as collaborative, team working.
	Essential


	I

	
	Knowledge of safeguarding procedures
	Essential


	A, T

	Behaviours
	Much of the work is advisory in nature and the ability to win the confidence and trust of young people is essential.
	Essential


	I

	
	Excellent interpersonal skills in order to liaise with a wide range of individuals.
	Essential


	I,T
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