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Date:    September 2021        

 

Responsible to:                            Nursing Director  

 

Hours:   Fulltime (40 hours per week) 

 

Responsible for:  Inpatient and Community Team Administration   

 

Functional Relationships: Internal 

Nursing Director  

Nursing team 

Medical team 

Allied Health team 

                                                     Multidisciplinary team (Clinical) 

                                                 Quality/ Practice Development 

Human Resource  

Administration 

 

External 

Community Stakeholders 

 

 

Purpose and Primary Objectives 

 

• To assist the nursing team, under the guidance of the Nursing Director, with the administration 

function for the co-ordination and oversight of all nursing patient care across the Inpatient and the 

Community teams within Hospice Southland to ensure patients and their family/ whānau receive 

consistently high-quality care. 

• To deliver a standard of day-to-day management which ensures that quality requirements are met, 

and continuous improvement is a daily aim. 
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• To provide the required level of clinical administration to the Inpatient and Community Nursing 

Teams, to ensure highly motivated and effective staff members. 

 

Treaty of Waitangi 

 

Hospice Southland acknowledges the Treaty of Waitangi as foundation document of New Zealand. In 

recognising the three principles of the Treaty – Partnership, Protection and Participation, we will deliver our 

services at all levels of the organisation within the spirit of the Treaty.  

 

Cultural Safety: 

Therefore, as part of our commitment, all staff are expected to: 

 

• Demonstrate cultural competence and cultural awareness. 

• Demonstrate acceptance and understanding of the Treaty of Waitangi and its principles. 

• Integrate the principles of the Treaty of Waitangi into practice in all settings 

• Make yourself aware of cultural protocols and practices when working with colleagues, volunteers, 

patients and families who are Māori or from a different culture. 

 

Hospice Southland Values 

 

Demonstrates and is a champion of our values 
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Primary Responsibilities and Expected Outcomes 

 

The position of Clinical Administrator encompasses the following key areas of responsibility:  

 

1. Ensure robust nursing administration and clinical systems are developed and maintained to facilitate 

effective clinical workflow.  

2. Effectively collaborate with the Nursing Director to ensure the use of Hospice Southland’s loan 

equipment pool is co-ordinated.   

3. Ensures the duty roster for the entire nursing team is completed in an equitable and timely manner 

under the supervision of the Nursing Director.  

4. Meets core organisational requirements.  

   

The outcome requirements of the above key responsibility areas are outlined below: 

 

KEY RESPONSIBILITY 1:  Ensure robust administration and clinical systems are developed and maintained 

to facilitate effective clinical workflow.  

 

Expected Outcomes:  

1.1  Identify and develop effective administration systems for clinical processes, including maintaining a 

current desk file for position.  

1.2  Maintain professional, effective and ongoing communication with those working at Hospice Southland 

and our patients, family, whanau and carers.  

1.3  Accurate use and maintenance of the PalCare patient database; following up and updating any missing 

demographic information on a weekly basis, retrieving information and producing reports as required.  

1.4  Transcribing, formatting and sending of any nursing correspondence in a timely manner, ensuring 

accuracy and maintaining confidentiality.  

1.5  Correspondence for patients (for example incoming or outgoing letters, printed medical records, 

requests for support) is entered onto PalCare in a timely and accurate manner.  

1.6  Liaise and develop professional relationships with all external service providers Hospice Southland 

collaborates. 

1.7  General administrative support as required is provided in a timely manner. 

1.8 Has responsibility and oversees the maintenance of supplies to the inpatient unit and the community. 
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1.9  Manages Nursing equipment and ordering of supplies. 

1.10  Note taking for quality meetings and MDT. 

1.11  Facilitates new nursing staff orientation and associated paperwork along with HR. 

1.12  Monitors and coordinates RN/EN appraisals, PDRP and compulsory education – works with staff to 

ensure annual requirements completed.   

1.13  Coordinates completion of audits with Quality & Education Development Co-ordinator  

1.14  Responsible for ensuring APC’s up to date. 

1.15   Where required cover Reception when the regular reception team is unable to provide cover  

1.16  Any other reasonable administrative task set by the Nursing Director.  

 

  

KEY RESPONSIBILITY 2:  Effectively collaborate with Clinical leaders and Maintenance person to ensure 

the use of Hospice Southland loan equipment pool is coordinated.  

 

Expected Outcomes: 

2.1 Maintain system and PalCare records for all movement of Hospice Southland’s loan equipment; when 

new equipment is received, when loaned out, when returned and applicable forms.  

2.2  Regularly review status of loan equipment pool with Clinical Coordinators and Maintenance person; 

updating the Nursing Director, Medical Director, Patient and Family Support Manager and the nursing 

team as needed.  

2.3 Co-ordinate and oversee the loaning of equipment from Southern DHB by Hospice Southland. 

 

KEY RESPONSIBILITY 3:  Ensures the duty roster for the entire nursing team is completed in an equitable 

and timely manner under the direction of the Nursing Director  

Expected Outcomes:  

3.1 Ensures the duty roster for the entire nursing team is completed in an equitable and timely 

manner.  

3.2 Manages rosters, annual leave, sick leave. 

3.3 Facilitates new nursing staff orientation and associated paperwork in conjunction with HR.  

 

KEY RESPONSIBILITY 4:  Meet core organisational requirements  
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Expected Outcomes:  

4.1  Know, uphold, and model the values, philosophy, policies, and standards of Hospice Southland.  

4.2  Keep informed about and complies with legal and regulatory requirements including any code of 

conduct relevant to the position.  

4.3  Participate in the Hospice Southland’s continuous improvement and risk management programme.  

4.4  Participate in the Hospice Southland’s health and safety management programme, acting in 

accordance with the agreed standards and accountabilities of staff as set out in the Health and Safety 

policy.  

4.5  Observe and promote safe work practices and be proactive in hazard management.  

4.6  Honour the Treaty of Waitangi, respecting the beliefs and values of those who identify as Maori, 

supporting tikanga practices as they are incorporated into hospice care and services.  

4.7  Respect the beliefs and values of all people including those of particular cultural, religious, social 

and/or ethnic groups.  

4.8  Participate in performance review and development, including attending training relevant to the 

position.  

4.9  Act as an ambassador for Hospice in the community through work and own social networks whilst 

maintaining the confidentiality of individuals and not acting or speaking on behalf of or representing 

Hospice Southland unless so authorised by the Chief Executive Officer. 

4.10 Undertakes relevant education for own professional development in line with performance 

management process. 

4.11 Attend all mandatory training and development opportunities. 

4.12 Shares expertise and knowledge with others as an education resource at Hospice Southland as well as 

to outside agencies. 

4.13 Contributes to the continuous quality assurance process at Hospice Southland. 

4.14 Maintains relevant records and statistics as required.  

4.15 Regularly monitors and evaluates ways of processes and procedures and seeks improvement through 

changes in operation. 

 

To promote, encourage and support health and safety practice 

• Is familiar with the Hazard Register and has a sound awareness of the known hazards listed for the 

areas of your work. 
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• Ensures all hazards are identified and controlled.  

• Role models safe practice and care in own practice/role. 

• Always be aware of your own responsibilities and actions to ensure a safe workplace for all 

employees, volunteers and visitors.  

• Actively contributes to a healthy environment by working alongside colleagues, patients and 

family/whānau to ensure a safe environment for practice and care.  

• Is knowledgeable of the Hospice’s health and safety policies and procedures. 

• Is knowledgeable and pro-active about the reporting all incidents and reportable events, including near 

miss incidents as her the Hospice’s health and safety policies and procedures. 

• Actively encourage and support local workplace safety management practices. 

• Actively and positively participate in workplace health and safety initiatives.  

 

Wellbeing 

• Be aware of your own workload pressures and personal responses to pressure and report these to your 

Manager or HR as early as possible if you feel your wellbeing is being compromised. 

• Maintain a strategy for personal management of workload pressures and personal responses to 

pressure. Contact support agencies (supervision or EAP) if you feel your wellbeing is compromised. 

 

Effective Communication 

• All communication is done in line with our values and is undertaken in a spirit of openness, positivity 

and transparency. 

• Compassionately assertive communication is used within the working environment (training is 

provided). 

• Develop professional and effective working relationships (internal and external) which is suitable for 

your role. 

 

Special Projects and Other Duties 

• Undertake and/or participate in special projects/working groups as requested by your Manager or as 

outlined in the organisation’s annual operational plan. 

• Perform other duties (which you are deemed competent and capable of completing) that may be 

reasonably required from time to time as directed by your Manager. 
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Person Specification 

 

Essential 

 

• Have at least 3 years Clinical Administration experience. 

• Can work as part of our multi-disciplinary team. 

• Demonstrated leadership skills with understanding of staff management and supervision 

requirements. 

• Take and enquiring approach and work around problems, rather than accept practices and 

assumptions as given. 

• Experience or knowledge of staff roster and acuity management. 

• A focus on quality improvement. 

• Have well developed verbal and written communications skills.  

• Have an understanding and application of the concept and the need for cultural safety 

• Actively support and encourage teamwork. 

• Have a high standard of computer literacy, with experience in electronic patient management 

and Microsoft Office suite of programmes. 

• Hold a clean and unrestricted Class 1 (Car) drivers’ licence. 

Highly Desirable 

 

• Palliative Care experience or knowledge an advantage. 

• Understanding of Hospice philosophy. 

• Tertiary clinical qualification.  

 

 

Changes to Job Description 

 

From time to time, it may be necessary to consider changes in the job description in response to the changing 

needs of the organisation and nature of our work environment – including changes to our annual plan.  Such 

change may be initiated as necessary by the manager of this job and any changes will be discussed with the 
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job holder before being made. This job description will be reviewed as part of the preparation for 

performance planning for the annual performance review cycle. 

 

 

 

Signatures 

 

 

Managers Name 

 

 

Signature        Date: 

 

 

Position Holders Name 

 

 

Signature        Date: 

   


