 
NURSE MANAGER – ADVERT, JOB DESCRIPTION AND PERSON SPECIFICATION. 
 
The role 
 
The Humbleyard Practice is seeking a capable and highly motivated practice nurse to join our team as Nurse Manager.  This is a leadership opportunity for a nurse with enthusiasm, commitment, and good communication skills to develop our loyal and well-established nursing team. 
The role will involve applying your primary-care nursing experience to help both experienced and new-to-primary care nurses develop their skills and confidence within a busy 3-surgery general practice setting. 
Candidates will embrace our core values of: compassion & kindness, professionalism, growth, candour, and promoting an uplifting work environment.  The Practice understands that staff thrive when they feel valued and see a progressive career path.  The Nurse Manager will help the Practice support our nurses to access development opportunities and we welcome discussions about general career progression.  Generous and appropriate protected management time will be offered to achieve this important activity and other leadership tasks.  This includes NHS leadership training for the successful candidate. 
The Nurse Manager will also be required to provide more general leadership and management alongside the GP partners and management team in our aim of providing good quality patient care. 
The candidate 
 
All applicants should have the following qualifications, registrations, skills and experience: 
· A relevant nursing degree. 
· Current NMC registration with an active PIN. 
· Practice nurse experience. 
· Competence to undertake some or all of asthma, COPD and diabetic clinics and reviews, holding relevant certificates. 
· Evidence of clinical skills and experience in some of all of treatment room consultation, phlebotomy, ECG recording, screening, management of long-term conditions, cervical cytology sampling, vaccinations and immunisations, assisting with minor surgery, dressing and wound care, and recording spirometry. 
· Compassionate manner with an empathetic approach and demonstrable kindness in all aspects of your work.  The successful candidate will value the dignity of our patients, their relatives and carers, as well as their colleagues at the practice. 
· Knowledge, and experience of its application, in supporting long-term conditions. 
· Insight and understanding of current issues in nursing and the wider NHS. 
About Us 
We are a large, semi-rural, three-site dispensing, research and GP training Practice operating over three surgery sites just to the southwest of the fine city of Norwich. We have a fast-growing list size of 22,000 patients and we are part of the 5-practice Kett’s Oak Primary Care Network. 
  
 
 
18 October 2023  
The Humbleyard Practice – Job Description  
Job Title: Clinical Nurse Manager 
Hours: 37.5 hours per week  
Holidays: Up to 6 weeks + Bank Holidays (in line with Practice leave policy)  
Reports to: GP Partner Nurse Lead via Business Manager  
Job Summary  
The clinical nurse manager will effectively coordinate our nursing team and develop the skills and lead that nursing team. The clinical nurse manager will also contribute to the development of the existing service alongside the GP partners and management team in our aim of providing excellent patient care. 
Main purpose of role  
1. Provide leadership and staff development, including producing personal development plans/appraisals for our nursing team.  
2. Coordinate the provision of care given by the nursing team.  
3. Liaise between the nursing team and the management team and partners.  
4. Help coordinate patients’ long-term conditions care management, including QOF and vaccinations programmes.  
5. Provide leadership and coordination for our infection control policies and practices.  
Clinical Responsibilities  
1. Act as a self-directed practitioner, who directs, assesses, provides and evaluates evidence-based care to patients with undifferentiated and undiagnosed healthcare needs.  
2. Provide care of patients needing long-term condition consultations 
3. Provide care of patients needing primary care nursing consultations, e.g. childhood immunisations, cervical screening etc. 
4. Provide cover for nurses when there is sickness in the team.  
5. Undertake telephone or video link work as appropriate  
6. Recognise emergency clinical situations and act appropriately to seek assistance.  
7. Provide signposting and initiate health promotion and screening interventions.  
8. Deliver key elements of public health, health protection and promotion programmes as required that improve health and reduce inequalities.  
9. Be a clinical resource for patients and the practice clinical team, supporting developing knowledge and systems to improve health to the practice population and local community.  
Managerial and Leadership Responsibilities  
1. Ensure new nurses have induction programme in place. 
2. Ensure existing nurses’ skills and mandatory training are up to date 
3. Encourage members of the team to develop their skills and competencies 
4. Develop plans to ensure practice nursing needs are met – through workforce planning, rota management, sickness cover plans etc. 
5. Represent the nursing team in management meetings and to partners. 
6. Coordinating provision of QOF, LES, DES etc in conjunction with the management team. 
7. Coordinating provision of vaccination programmes in conjunction with the management team. 
8. Coordinating and leading infection control policies, training and audit cycles in conjunction with the management team and other nurses/HCAs. 
9. Lead on the development and review of clinical policies and standard operating procedures. 
below, specifically for this role: 
1. Prioritise own workload and act promptly and effectively to meet the regular unpredictable situations that may occur within the role. Demonstrates flexibility including frequent interruptions and multi-tasking.  
2. Lead by example and action in relation to behaviour, attitudes, conduct and appearance; support the Practice Manager and Operations Manager as a senior nurse role model.  
3. Report and manage untoward incidents.  
4. Participate in the critical evaluation to audit outcomes or change in patient care practices.  
5. Work in close partnership with colleagues and external agencies, to develop care management plans and improve health outcomes.  
6. Maintain contemporary practice in health care provision.  
7. Establish and monitor own practice and that of the practice team, identifying auditable outcomes as appropriate.  
8. Maintain accurate patient records and enter onto SystmOne using agreed coding system.  
9. Maintain data collection systems and participate in regular practice audit and research projects.  
10. Maintain practice targets including QOF, DES and LCS.  
11. Initiate audit cycles for clinical care systems and use change methodology to improve clinical effectiveness and resource efficiency.  
12. Contribute to the preparation of any practice development plans. Work towards further improvement and development of patient services.  
 
 
 
 
 
 
 
Generic Job Description: 
 
All staff at The Humbleyard Practice have a responsibility to adhere to the Practice Core Values and  to conform to the following: 
 
Equality, Diversity and Inclusion 
 
A good attitude and positive action towards Equality Diversity & Inclusion (ED&I) creates an environment where all individuals can achieve their full potential. Creating such an environment is important for three reasons – it improves operational effectiveness, it is morally the right thing to do and it is required by law. 
 
Patients and their families have the right to be treated fairly and be routinely involved in decisions about their treatment and care. They can expect to be treated with dignity and respect and will not be discriminated against on any grounds including age, disability, gender reassignment, marriage and civil partnership, pregnancy and maternity, race, religion or belief, sex or sexual orientation. 
 
Patients have a responsibility to treat other patients and our staff with dignity and respect. 
 
Staff have the right to be treated fairly in recruitment and career progression. Staff can expect to work in an environment where diversity is valued, and equality of opportunity is promoted. Staff will not be discriminated against on any grounds including age, disability, gender reassignment, marriage and civil partnership, pregnancy and maternity, race, religion or belief, sex or sexual orientation. Staff have a responsibility to ensure that they treat our patients and their colleagues with dignity and respect. 
 
Safety, Health, Environment and Fire (SHEF) 
 
This organisation is committed to supporting and promoting opportunities for staff to maintain their health, wellbeing and safety.  
 
The post holder is to manage and assess risk within the areas of responsibility, ensuring adequate measures are in place to protect staff and patients and monitor work areas and practices to ensure they are safe and free from hazards and conform to health, safety and security legislation, policies, procedures and guidelines. 
 
All personnel have a duty to take reasonable care of health and safety at work for themselves, their team and others and to cooperate with employers to ensure compliance with health and safety requirements.  
 
All personnel are to comply with the: 
 
· Health and Safety at Work Act 1974 
· Environmental Protection Act 1990 
· Environment Act 1995 
· Fire Precautions (workplace) Regulations 1999 
· Coronavirus Act 2020  
· Other statutory legislation which may be brought to the post holder’s attention  
 
Confidentiality 
 
The organisation is committed to maintaining an outstanding confidential service. Patients entrust and permit us to collect and retain sensitive information relating to their health and other matters pertaining to their care. They do so in confidence and have a right to expect all staff will respect their privacy and maintain confidentiality. 
 
It is essential that, if the legal requirements are to be met and the trust of our patients is to be retained, all staff must protect patient information and provide a confidential service. 
  
Quality and Continuous Improvement (CI) 
 
To preserve and improve the quality of this organisation’s outputs, all personnel are required to think not only of what they do but how they achieve it. By continually re-examining our processes, we will be able to develop and improve the overall effectiveness of the way we work. 
 
The responsibility for this rests with everyone working within the organisation to look for opportunities to improve quality and share good practice and to discuss, highlight and work with the team to create opportunities to improve patient care. 
 
The Humbleyard Practice continually strives to improve work processes which deliver healthcare with improved results across all areas of our service provision. We promote a culture of continuous improvement where everyone counts, and staff are permitted to make suggestions and contributions to improve our service delivery and enhance patient care.  
 
Staff should interpret national strategies and policies into local implementation strategies that are aligned to the values and culture of general practice. 
 
All staff are to contribute to investigations and root cause analyses whilst participating in serious incident investigations and multidisciplinary case reviews. 
 
Induction 
 
At The Humbleyard Practice, you will be required to complete the induction programme and the practice management team will support you throughout the process. 
 
Learning and development 
 
The effective use of training and development is fundamental in ensuring that all staff are equipped with the appropriate skills, knowledge, attitude and competences to perform their role. All staff will be required to partake in and complete mandatory training as directed by The Administration Manager. It is an expectation for this post holder to assess their own learning needs and undertake learning as appropriate. 
 
The post holder will undertake mentorship for team members and disseminate learning and information gained to other team members to share good practice and inform others about current and future developments (e.g., courses and conferences).  
 
The post holder will provide an educational role to patients, carers, families and colleagues in an environment that facilitates learning. 
 
Collaborative working 
 
All staff are to recognise the significance of collaborative working and understand their own role and scope and identify how this may develop over time. Staff are to prioritise their own workload and ensure effective time-management strategies are embedded within the culture of the team. 
 
Teamwork is essential in multidisciplinary environments and the post holder is to work as an effective and responsible team member, supporting others and exploring the mechanisms to develop new ways of working and work effectively with others to clearly define values, direction and policies impacting upon care delivery 
 
Effective communication is essential, and all staff must ensure they communicate in a manner which enables the sharing of information in an appropriate manner.  
 
All staff should delegate clearly and appropriately, adopting the principles of safe practice and assessment of competence. 
 
Plans and outcomes by which to measure success should be agreed. 
 
Managing information  
  
All staff should use technology and appropriate software as an aid to management in the planning, implementation and monitoring of care and presenting and communicating information.  
 
Data should be reviewed and processed using accurate SNOMED/read codes to ensure easy and accurate information retrieval for monitoring and audit processes.  
 
Service delivery 
 
Staff will be given detailed information during the induction process regarding policy and procedure.     
 
The post holder must adhere to the information contained within the organisation’s policies and regional directives, ensuring protocols are always adhered to. 
 
Security 
 
The security of the organisation is the responsibility of all personnel. The post holder must ensure they always remain vigilant and report any suspicious activity immediately to their line manager. 
 
Under no circumstances are staff to share the codes for the door locks with anyone and are to ensure that restricted areas remain effectively secured. Likewise, password controls are to be maintained and passwords are not to be shared. 

