aikerie
edical

Centre

e Centre for the Health of Women, Men & Children

POSITION DESCRIPTION

Position: = Assistant Nurse Manager
Name of Incumbent:

Last Date Reviewed: = November 2025

Organisational Structure

Employment Type Reports to Direct Reports PD Approved by

= Nurse Manager
(Medical) Nurses

= Practice Manager
(Administration)

Position Purpose

The Assistant Nurse Manager is responsible for:

e Assisting the Nurse Manager to coordinate and perform a range of nursing/administration functions, which
ensure the delivery of quality patient services at the Waikerie Medical Centre (the Practice).

e Overseeing daily operations of nursing activities, ensuring high standards of patient care and fostering a
collaborative and efficient work environment.

e Assisting the Nurse Manager in the recruitment, development, and retention of nursing staff and the
development, implementation and monitoring of health policies and plans.

Permanent
Part-time
Nurses Award 2020

Practice Principals
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Working Relationships

= Management & Staff = Patients, their families and/or carers
= All Doctors and Practice Principles = Australian General Practice Accreditation Limited
(AGPAL)

= Relevant Divisions of General Practice/ PHN’s
= External suppliers/service providers
= Membership bodies and suppliers

Specific Skill Requirements / Qualifications / Qualities

Essential

= Current Registration with Australian Health Practitioner Regulation Agency (AHPRA) as a Registered General
Nurse/Enrolled General Nurse.

Child Related Employment Screening and Vulnerable Person-Related Screening required

Current South Australian Drivers Licence

Intermediate to advanced computer skills and knowledge

Willingness to further education to maintain and enhance skill base.

Triaging skills and the ability to respond to patient needs in a courteous and helpful manner under a variety of
conditions

Ability to converse with people from various cultural backgrounds

Ability to think on your feet under a variety of conditions.

Ability to implement strategies and policies within the Practice to enhance patient/practice services.

Proficient telephone skills to ensure clear, concise and respectful communication.

Ability to take charge and handle emergency situations.

Ability to train and educate staff.

Knowledge of Equal Opportunity and Workplace Health & Safety principles and practices

Exceptional record keeping skills

Conflict resolution skills

Skilled with figures and comfortable with computers and software application used in a medical practice environment.
Ability to work with minimal supervision

Highly organised, resourceful, confident with ability to work under pressure

Desirable

= Experience in using Medical Director Software

= Triaging, communication and people skills

= Understanding of medical equipment and medical consumables required by a medical practice
Working Conditions

= Based in Waikerie
= Uniform provided

Special Note:

The above statements are intended to describe the general nature and level of work required by people assigned to this
role. They are not intended to be an exhaustive list of all responsibilities, duties and skills to perform the role.



