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Position Description – Healthcare and Inventory Assistant
	Job Title
	Healthcare and Inventory Assistant

	Location
	IntraCare Epsom & IntraCare North Harbour

	Reports to: 
	Clinical Services Manager/Technical Services Manager

	Direct Reports: 
	N/A


Purpose
The Healthcare Assistant plays a vital role in supporting the clinical and administrative functions of IntraCare. This position involves assisting healthcare professionals with patient care, ensuring the smooth operation of the facility, and managing inventory and ordering of medical supplies. The Healthcare Assistant works closely with the clinical team and administrative staff to maintain a clean and organised environment and high standards of patient care.  
Relationships
	Internal
	External

	All IntraCare Staff
	Credentialed Specialists
Medical equipment supplier representatives 
Mercy Ascot & Southern Cross Hospital departments 
Consumers and whānau 


Key Accountabilities
	General
Supports IntraCare’s vision, values and strategic goals through the provision of expert care to patients, whanau and family
Promotes positive relationships with Credentialed Specialists and professional visitors to ensure key stakeholders are engaged in the business and committed to achieving the strategic goals of the organization
Participates in team initiatives, including regular staff meetings to assist in the facilitation of effective communication 
Contributes to the quality and continuity of patient care through effective workload management and teamwork
Any other duties as directed by the Patient Services Manager

	Patient Services 
Interacts with patients and their whanau in a compassionate and respectful manner.
Assists healthcare professionals in ensuring the comfort, transfer and safety of patients
Performs delegated patient care activities according to their level of training and demonstrated competence under the supervision of a registered nurse (RN).

	Support to the Healthcare Team
Contributes to maintaining accurate clinical documentation under the supervision of a registered nurse.
Collaborates with nurses, physicians, and other healthcare professionals to ensure seamless patient care.
Assists during emergency situations by following established protocols and providing support as directed. 
Assists with the drop-off and collection of equipment to CSSD. 
Support patient comfort by assisting with hot drink preparation and other non-clinical needs as required.

	Environmental Maintenance
Ensures cleanliness and hygiene in patient rooms, common areas, and medical equipment.
Restocks and organises supplies to support efficient delivery of care
Follows infection prevention and control protocols to prevent the spread of illness within the healthcare setting

	Administrative Support
Greets and assists patients at reception, providing a welcoming and professional atmosphere
Assists with the organisation and maintenance of patient records and other relevant documentation
Answers phone calls and deals with queries/ redirecting calls as required.



























	Inventory and Supplies Management
Monitor stock levels of inventory
Place orders for medical consumables and equipment in line with facility requirements
Receive, check, and store deliveries, ensuring proper stock rotation
Maintain accurate inventory records and support cost-effective procurement practices



















	Professional Development
Participates in own annual performance review to identify ongoing professional development requirements.  
Develops knowledge and skills through taking responsibility for their own learning and proactively participating in educational opportunities











	Safety Quality and Risk 
Patient confidentiality is maintained and respected
Works within the IntraCare policies, guidelines and clinical standards of practice.
Incidents are investigated and reported appropriately using the Incident Management System.
Takes responsibility for personal compliance with health and safety policies and procedures and ensures own actions do not put others at risk.

	Cultural Safety & Commitment to the Principles of Treaty of Waitangi
Promotes awareness of and respects ethnic and cultural differences, religious beliefs and obligations
Understands and demonstrates an awareness of the obligations relating to the Treaty of Waitangi and the implications in practice
Promotes an awareness of ethnic and cultural differences, religious beliefs and obligations relating to the Treaty of Waitangi
Displays cultural sensitivity and a willingness to work positively with organisational strategies to improve outcomes for Māori


Person Specifications
	Qualification & Experience
	Minimum
	Preferred

	Experience with inventory management in a healthcare setting  
	New Zealand Certificate in Health and Wellbeing – Health Assistance (Level 3) and experience working as an HCA
OR evidence of overseas nurse training and experience at registered or enrolled nurse level




	Skills/ Knowledge/ Behaviour
Demonstrates a commitment to support patients to have an optimal experience during their admission to IntraCare. 
Logically delivers tasks and supports efforts of the broader team to offer the best care to consumers and whānau.
Excellent organisational and time-management skills
Communicates effectively in all professional relationships
Demonstrates integrity and high levels of professionalism at all times. 
Proficiency in Microsoft Suite and other inventory management software
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