ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION

POSITION DESCRIPTION

1.

JOB IDENTIFICATION:

1.1.   Position Title:



Asst. Nursing Superintendent
1.2.  Position Level:                                      P3
1.3   Major Group:



Medical Services Group

1.4   Sub-Group:



Nursing Services

1.5   Job Code No.:



15.670.03

            1.6   Job Location (Complete as appropriate): 

Ministry: Health; Department: Medical Services; Division: Hospital Services; Section: Referral Hospital; Unit: Nursing Administration.
            1.7   Title of First Level Supervisor (Official title of Supervisor): 
        Dy. Nursing Superintendent

_____________________________________________________________________________

2.
PURPOSE, DUTIES AND RESPONSIBILITIES (Describe the purpose, duties and responsibilities, indicating what is done how it is done. Purpose should be a short statement linking the position to the mission and goals of the organization and specifying outputs of the position. Duties should be presented in decreasing order of percentage of time spent on them, or in order of relative importance):   

Purpose: Assist the Nursing Superintendent to manage nursing services in larger hospitals and manage nursing services in a 40-bedded hospital as a nursing head. 

	Duties & Responsibilities
	% of time

	A. Nursing service:
	70

	· Assists in formulation of nursing services, philosophies, policies and strategies.
	

	· Helps in allocating nursing personnel to various nursing units.
	

	· Assists in planning and organizing the new units in the hospital.
	

	· Takes regular hospital rounds and supervises care given in various units.
	

	· Liaises between the Nursing Superintendent and the nursing staff of the hospital.
	

	· Receives and reads night reports from different units.
	

	· Supervises, guides and counsels nursing staff.
	

	· Conducts physical verification of hospital inventories and initiates condemnation of old and worn-out articles and recommend procurement of new articles.
	

	B. Educational:
	10

	· Assists in planning and implementing staff development programs, orientation programs and in-service education.
	

	C. General duties:
	20

	· Attends to general correspondence and maintains confidential reports, health records and leave records of the nursing staff.
	

	· Assists in planning and implementation of nursing programs in the hospital and the community.
	

	· Maintains good public relations.
	

	· Submits annual reports of the staff to the supervisors.
	

	· Carries out other duties assigned by the nursing superintendent.
	


3.
KNOWLEDGE AND SKILLS REQUIREMENTS (Minimum requirements fo performance of work described (Level of Education, Knowledge, Skill and Ability):

            3.1
Education: Bachelor in Nursing
3.2
Training: 

3.3
Length and type of practical experience: Entry
3.4
Knowledge of language(s) and other specialized requirement: Knowledge of 

English, Dzongkha and regional dialects. 

4.
COMPLEXITY OF WORK (Describe the intricacy of tasks, steps, processes or methods involved in work, difficulty and originality involved in work):

The Assistant Nursing Superintendent ensures smooth implementation of all nursing care plans in the hospital through constant supervision and monitoring of the activities and procedures. She is also required to guide and supervise nursing staff in the health centers in the district or hospital area.

5.
SCOPE AND EFFECT OF WORK (Describe the breadth of work performance, and the effect the work has on the work of others or the functions of the organization):

This is a professional position in nursing services. The work involves management and administration of the nursing services in a larger district hospital. The work affects on the provision of quality nursing care to all patients in the hospital.   

6.       INSTRUCTIONS AND GUIDELINES AVAILABLE:
6.1
Instructions
(Describe controls exercised over the work by the Superior; how work is assigned, reviewed and evaluated):

The work is assigned and reviewed by the Senior Nursing Superintendent in case of referral hospitals and Assistant Medical Superintendent in case of district hospitals through periodic meetings.

6.2
Guidelines (Indicate which written or unwritten guidelines are available, and the extent to which the employees may interpret, adapt or devise new guidelines):

· Nursing Administration Manual.

· Nursing Procedure Manuals, Circulars and Notices.
7.
WORK RELATIONSHIPS (Indicate the frequency, nature and purpose of contacts with others within and outside the assigned organization (other than contacts with superiors):


The ANS will work very closely with all other members of the hospital staff for smooth implementation of the nursing care plans. They will also work very closely with the management and administration of the hospital for any repairs and maintenance of the ward. They will also have frequent contact with the RIHS staff for clinical supervision of the students. 

8.
SUPERVISION OVER OTHERS (Describe responsibility this position has for supervision of other employees, including the nature of supervisory responsibilities and categories and number of subordinates, both directly and indirectly supervised):

Supervises all nursing staff in their units to see that the staff carries out their duties properly. They are also responsible to supervise and guide the RIHS students in JDW NRH and other staff.

9.
JOB ENVIRONMENT (Describe physical demands required, such as walking, standing, lifting heavy objects, etc., and/or any risks or discomforts like exposure to hazards such as exposure to chemicals infections, radiation, extreme weather and other hostile working conditions):

The work involves prolong standing during supervision of the staff and is also exposed to blood and blood products, human waste and chemicals. The job demands unlimited time and physical exertion. It also demands waking up at any time of the night causing physical tiredness. The job also involves physical and verbal abuse by the attendants of patients. She is on call for 24 hours a day leaving less time for rest and family. 

