
Practice Nurse
Role Description 

Grantham Street General Practice

Objective

Our aim, as PracƟce Principals of Grantham Street General PracƟce, is to provide high quality general
pracƟce services to our paƟents and our community.

The PracƟce Nurse is a key member of the pracƟce team, assisƟng the pracƟce to:
 deliver high quality paƟent centred clinical care 
 work with the Senior PracƟce Nurse, Office Manager and PracƟce Principles to lead and grow

the building of PracƟce Nurse capacity and sustainability in the pracƟce 
 provide the essenƟal tasks of health promoƟon, health maintenance and prevenƟon of 

illness through provision of evidence based informaƟon and educaƟon to individuals, their 
families, groups and our community, working collaboraƟvely with all pracƟƟoners and staff in
the pracƟce

Principal Accountabilities of the Practice Nurse

The PracƟce Nurse is accountable for providing expert general nursing services to the paƟents of the 
PracƟce, and nursing support to pracƟƟoners and staff.  The PracƟce Nurse provides a combinaƟon 
of direct clinical care, supporƟve care, and management of clinical care systems, oŌen working 
independently and within their scope of pracƟce relevant to their educaƟon and qualificaƟons.

The PracƟce Nurse will be accountable to the PracƟce Principals of Grantham Street General PracƟce
for:

 key responsibiliƟes as listed in duƟes and tasks below
 maintaining a high level of professionalism and confidenƟality
 excellent communicaƟon skills, wriƩen and verbal
 ability to work independently, show iniƟaƟve and work producƟvely within a team 

environment 
 ability to communicate with a diverse range of people, with courtesy and respect

Duties & Task Types of the Practice Nurse

The PracƟce Nurse will work closely with all members of the pracƟce team to achieve our objecƟve.  
Tasks include:

Direct PaƟent Care

Clinical acƟviƟes include but are not restricted to:

 Triaging paƟents for urgent appointments 
 First aid and emergency care
 SupporƟng the PracƟce Manager and Medical RecepƟonists in triaging of paƟents and 

providing safe paƟent care
 Wound management and wound dressings
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 ImmunisaƟons as per Victorian Department of Health and Human Services Schedule of 
ImmunisaƟon to all ages and stages of life (*ensure regular updates of Schedule of 
ImmunisaƟons)

 Other immunisaƟons and vaccinaƟon programs such as Flu Clinics, workplace 
vaccinaƟon, OSHC (Overseas Student Health Care), travel vaccinaƟons and ‘catch-up’ 
programs

 InjecƟons and procedure such as desensiƟsaƟon, denosumab (Prolia), goserelin 
(Zoladex), medoxyprogesterone (Depo-Provera), and others where appropriate

 AssisƟng pracƟƟoners with minor procedures including but not restricted to removal of 
lesions, inserƟon and removal of Implanon, etc. 

 PrevenƟve health checks including prediabetes, health assessments, aged care, cervical 
screening (if accredited)

 DiagnosƟc services including ECGs, blood taking, urine tesƟng, spirometry (if accredited),
hearing tests (if accredited), mood and memory tesƟng

 Other diagnosƟc and treatment services if trained e.g. suturing, POP casts and fracture 
care

 CoordinaƟon and parƟcipaƟon in Chronic and Complex Care (EPC – Enhanced Primary 
Care) to paƟents including assisƟng with GP management plans and team care 
arrangements (GPMP + TCA) , health assessments, comprehensive medical assessments 
(CMA) to residents of aged care faciliƟes, home medicaƟon reviews (HMR), case 
conferences, cycles of care for diabetes & asthma (SIP), children with special needs, and 
paƟents with disability and mental illness

 Home visits where appropriate and assistance with home assessments especially for the 
elderly and those in RACFs

 AssisƟng with registering paƟents for an electronic health record (My Health Record) 
and uploading current and accurate health summary to their record

Care CoordinaƟon

Coordinate organisaƟonal aspects of paƟent care including:

 Maintaining, monitoring and improving paƟent informaƟon systems including paƟent 
register and recall systems

 Developing and maintaining immunisaƟon recall systems including reporƟng to ACIR
 AssisƟng with compleƟon of annual cycles of care e.g. diabetes and coordinaƟng Medicare 

claiming for Service IncenƟve Programs (SIPS)
 Liaising with North West Primary Health Network for pracƟce informaƟon regarding paƟent 

care services and supports
 Organising referrals to community health or local services as appropriate
 Liaising with hospitals and other health services including private pathology and imaging 

services 
 CoordinaƟng and undertaking paƟent health assessments including Enhanced Primary Care 

(as above)either in the pracƟce or at home

The PracƟce Nurse will work closely with the Senior PracƟce Nurse to ensure that all policies and 
procedures for best nursing and clinical pracƟce are maintained and implemented across the whole 
of pracƟce.

Quality Control
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 Maintaining treatment room equipment and resources including emergency equipment, 
Doctor’s Bag drugs, drugs of dependence etc.

 Maintenance of medical equipment including Vaccine Fridge, autoclave, consulƟng room 
equipment (sphygmomanometer, scales, glucometer etc.)

 Assist in the implement and conduct of regular clinical audits to ensure paƟent follow up and
review, follow up of abnormal results, recall and reminder systems, ‘near-misses’ etc.

 ParƟcipaƟng in and leading team approach to managing adverse events including ‘near-
misses’

InfecƟon Control

 Sterilising instruments including compliance with sterilisaƟon guidelines and training of 
pracƟce staff where appropriate

 InfecƟon control systems including pracƟce spill kits (locaƟon and in date), PPE (personal 
protecƟve equipment)

 Managing contaminated waste including safe disposal of sharps; implementaƟon of needle 
sƟck injury policy & procedure in the case of ‘needle sƟck injury’

 Assistance with regular educaƟon and training of staff and pracƟce team in infecƟon control 
guidelines, updates, and policies and procedures

Cold Chain and Vaccine Management

 AssisƟng and educaƟng all staff who receives vaccines in the maintenance of Cold Chain for 
vaccines.  

 Maintenance of vaccine fridge and temperature log
 Awareness and implementaƟon of back-up plan in case of adverse events such as power 

outage and storage of vaccines

TroubleshooƟng 

 Managing high paƟent demand on busy days
 SupporƟng Medical RecepƟonists in triaging of paƟents and decision making
 Sourcing informaƟon such as referral opƟons
 ConƟnuing to develop and improve pracƟce systems to ensure quality clinical care

EducaƟon

 Assist with pracƟce CPR update and other pracƟce changes such as updates to immunisaƟon 
schedule

 AssisƟng with medical and nursing student clinical placements
 Keep up to date with paƟent guidelines in prevenƟon and health promoƟon such as asthma, 

diabetes
 ParƟcipaƟon in disease prevenƟon campaigns and research such as Influenza Surveillance 

Audit, HepaƟƟs C improvement grant

Practice Accreditation

 ParƟcipaƟng and leading 3 yearly cycle of PracƟce AccreditaƟon process
 Assistance with maintenance and implementaƟon of whole of pracƟce clinical and nursing 

policies & procedures
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 Maintenance of personal credenƟaling for nursing accreditaƟon e.g. immunisaƟon 
credenƟaling, CPR update etc.

Relationships

ReporƟng RelaƟonships
The PracƟce Nurse will work closely with the Senior PracƟce Nurse and the PracƟce Principals of 
Grantham Street General PracƟce to achieve our objecƟve.  The PracƟce Nurse will meet with the 
Senior PracƟce Nurse and the PracƟce Principals on a regular basis, as determined from Ɵme to 
Ɵme.

The PracƟce Nurse employment will be reviewed within three months from date of commencement,
and then on an annual basis.

Other Professional RelaƟonships

The PracƟce Nurse will confer and negoƟate on behalf of the Principals with appropriate outside 
service providers such as North West Primary Health Care Network (NWPHN), hospital, community 
and council services.

The PracƟce Nurse, as an essenƟal member of the PracƟce team, is responsible for contribuƟng 
posiƟvely to the good working relaƟonship of the team, based on values of respect, kindness, 
courtesy and compassion for each other, our paƟents and our community.

Delegation of Authorities

The PracƟce Nurse will assist the Senior PracƟce Nurse in maintaining stock control of medical 
supplies, vaccine stock (scheduled vaccines & private vaccines), treatment room stock including 
dressings, minor procedure equipment, Doctor’s Bag drugs, and emergency equipment & drugs. 

The Senior PracƟce Nurse has delegated authority for the ordering of stock and vaccines as per 
‘DelegaƟon of AuthoriƟes’.  From Ɵme to Ɵme the PracƟce Nurse may have to assume delegated 
authority for such ordering if the Senior PracƟce Nurse is unavailable.

Skills & Knowledge

The PracƟce Nurse is expected to have demonstrated or working towards achievement or capability 
in the following areas:

 A broad understanding of the requirements of a small to medium business such as private 
general pracƟce

 Ability to communicate effecƟvely verbally and in wriƟng
 Leadership and team-building experience
 Ability to devise and review systems for operaƟonal efficiency and  control
 Knowledge of relevant legislaƟon and regulaƟon for best pracƟce nursing in general pracƟce
 Knowledge of employment condiƟons for nursing in primary care
 Decision making competence
 Commitment to conƟnuing educaƟon
 Maintenance of appropriate registraƟon and insurance for experƟse and scope of pracƟce
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