
 

TETBURY HOSPITAL TRUST LTD 

 

JOB DESCRIPTION 
 

Title:                           Lead Nurse for Quality and Audit. 
Grade :  Grade T  

Hours:   30 hours per week  

   

Responsible to: Matron 

Accountable to: Chief Executive Officer  

 

The post holder will provide support relating to, clinical audit, NICE guidance, Training and 
Development, Medical device and equipment, general incident and risk management, complaint 
procedure, patient information leaflets and attend governance meetings. 

To ensure the delivery of high quality, safe and effective care and is focused on improving outcomes 
and experiences for patients, families and carers.  

The post holder will undertake these functions under the line management of Matron, but will also 
work closely with other staff members within Tetbury Hospital Trust in order to support the overall 
Quality Governance and Assurance agenda. 

 

Main duties and responsibilities  
 

• Contribute to the continual development and maintenance of the Quality Governance agenda.   
• The post holder will regularly update the Hospital Quality Committee relating to incident 

management, Audit, Training etc. and performance against actions identified.  
• Undertake and report the findings of serious incident investigations and learning.  
• Interpret data to provide written reports and action plans 
• Regularly assess the progress of implementation plans from specialties and departments, 

highlighting those where there is a deviation from the agreed action plan, in the specialty 
integrated reports.   

• Input data onto governance systems, such as risk registers, and to ensure these are kept up to 
date.  

• Input data onto national data bases for Serious Incident, national audits and NRLS  
• To identify themes and trends from different sources of information for discussion at 

appropriate meetings, ensuring recommendations and action plans where appropriate.   
• To facilitate discussion and to assist in obtaining agreement at MAC of recommendations 

arising from governance projects (Clinical Audit, Patient Surveys, guidelines, protocols, patient 
leaflets etc.)   



 

• To highlight areas of good practice to assist in promoting Governance activities across the 
organisation.     

• To communicate with clinicians and managers within the Tetbury Hospital and be able to 
discern those situations where the line managers would require briefing.   

• Ensure data handling conforms to the Data Protection Act 1998, GDPR and the Caldicott 
Guidance.   

• Ensure compliance with legislative guidance, Trust policies and procedures and departmental 
protocols.   

• Provide written reports as required meeting strict deadlines. 
• To understand, and be competent in the use of excel spreadsheets.  
• To undertake professional and personal training and development.   
•  Identify and report issues that may have a significant impact on achieving objectives to their 

line manager.   
• Support the delivery of risk and incident management training programmes as required.   

 
  
Knowledge and Experience   
 

• In depth understanding of Tetbury Hospital Trust’s Quality Governance agenda.   
• Understanding of medical terminology and abbreviations.   
• Able to interpret and present data/reports to meet regular hospital internal and external 

meetings.   
• Ability to produce various types of reports, narrative, statistical and in completing templates.   
• Competent in screening information from a variety of sources, able to identify trends and 

highlight potential problems and effectively briefing the Matron.   
• Competent in advising Matron when issues are identified that impact on achieving the 

strategy and objectives.   
• Ability to support the compilation of agendas, contribute to meetings, take minutes (when 

appropriate), to agreed timescales. 
• To monitor systems to ensure that agreed actions are progressed   
• Ability to present papers and formal presentations.   
• Competent in the use of excel spreadsheets and Microsoft Office packages.   
• Ability to undertake searches for information via the Internet.  (i.e. NICE Guidance) 
• Ability to organise and manage own and diverse workload and to work under own initiative.   
• Work as a team member when undertaking projects.   
• Ability to challenge Clinical and Managerial colleagues and resilience in following through an 

issue until resolution has been achieved.   
• Capable of assessing and reporting progress against targets and implementing recovery plans 

if appropriate.   
 
 

 
 
 
 
 
  



 

Analytical and judgement skills  
 

• To be notified of incidents and to be able to recognise the potential/actual seriousness of the 
incident. Then determine and gather appropriate pertinent information (via a number of 
different communication methods) and escalate the incident appropriately if then required   

• Continuous monitoring of the risks and management of risks and record on the spreadsheet. 
• Ensure the risk register is maintained and updated as required.  
• Ensuring that the NICE, MHRA and/ or Central Alert System Broadcasts are communicated to 

team managers in a timely manner and update the spreadsheets accordingly. 
• Maintain an overview of trends within both risks and incidents, highlighting any areas of 

concern  
• Analysing, interpreting and presenting data and reports relating to Clinical Audits. 
• Undertake Audits as per the Hospital and Annual Clinical Audit Programme as required.  
• Ability to identify hazards and risks arising out of the wide variety of complex activities involved 

in healthcare provision, including risks to patients, staff and contractors.  
• Contribute to the development and delivery of Mandatory training to ensure that all staff in 

the designated areas of work are aware of and can meet their responsibilities. 
• To identify and report issues that may have a significant impact on achieving objectives to line 

manager.  
  

Planning and organisational skills   
 

• Experience of day to day working  in a busy work environment including setting own priorities, 
coordinating activities with others, changing priorities as the need arises   

• Able to organise meetings and user groups, identifying appropriate attendees, setting 
agendas, organising outside speakers, identifying and facilitating any areas of change required 
and monitoring progress against the delivery of agreed objectives.  

• Supporting the delivery of Clinical and Corporate Policies  
• To support other external inspections as requested  

 

Freedom to Act   
 

• Manage own workload and ability to identify the priorities to be achieved on a daily basis.  
• Work to agreed timescales but ability to decide how these might be achieved for own area of 

work   
 
 
Effort and Environment  
 

• Frequent requirement for prolonged concentration required 
   Self-motivation with ability to set challenging but realistic targets  

• Ability to provide and maintain a professional approach at all times.  
• Ability to be highly organised and produce timely and accurate information.  
• Ability to travel between sites and other locations as necessary  
• Acts as a resource for reviewing, providing advice and guidance.  



 

Confidentiality 

As an employee you have a responsibility to maintain the confidentiality of any confidential 
information which comes into your possession regarding patients, employees or any other 
business relating to the Tetbury Hospital Trust 

 

Your attention is drawn to the confidential nature of information collected within the health 
service. The unauthorised use or disclosure of patient or other personal information is a 
dismissible offence and in the case of computerised information could result in a prosecution 
for an offence or action for civil damages under the Data Protection Act. 

 

Health & Safety 

As an employee you have a responsibility to abide by all of the safety practices and codes 
provided by the Trust and have an equal responsibility with management for maintaining safe 
working practices for the health and safety of yourself and others. 

 

Employees must be aware of the responsibilities placed on them under the Health and Safety 
at Work Act (1974), and associated legislation, to maintain a safe working environment for 
both staff and visitors, 

 

All employees must comply with the Trust Infection Control Policy. All employees must attend 
infection control training  

 

Quality Assurance 

As an employee of the Trust you are a member of an organisation that endeavours to provide 
the highest quality of service to our patients.  You are an ambassador of the organisation and, 
as such, are required to ensure that high standards are maintained at all times. 

 

Equal Opportunities 

As an employee you have a responsibility to ensure that all people that you have contact with 
during the course of your employment, including patients, relatives and staff are treated 
equally in line with the Trust’s Equal Opportunities Policy. 

 

Risk Management 

You have a responsibility for the identification of all risk which have a potential adverse affect 
on the Trust’s ability to maintain quality of care and the safety of patients, staff and visitors, 
and for the taking of positive action to eliminate or reduce these. 

 

 



 

General Notes 

The duties outlined in this role specification serve as a guide to the current and major 
responsibilities of the post. The duties and obligations associated with the post will inevitably 
vary and develop and the role specification will be reviewed on a regular basis. Changes will 
be subject to consultation with the postholder.  

 

Safeguarding 

All employees have a responsibility to support the safety and well-being of children, young 
people and adults at risk of harm and to practice in accordance with legislation.  Knowledge, 
skills and competency are to be maintained according to role and responsibilities in order to 
fulfil Safeguarding Children and Adults at Risk responsibilities.  All employees are expected to 
comply with existing local Safeguarding policies and procedures 

 

Development 

The Trust is committed to supporting the development of all staff.  All employees have a 
responsibility to participate in regular 1:1s and appraisals with their manager and identify 
performance standards for the post.  As part of the appraisal process employees have a joint 
responsibility with their line manager to identify any learning and development needs in order 
to meet the agreed performance standards required of the post holder. 

 

NHS Constitution 
As a commissioned provider of NHS services, Tetbury Hospital Trust has a 
responsibility to adhere to the NHS Constitution which establishes the principles and 
values of the NHS in England. It sets out rights to which patients, public and staff are 
entitled, and the pledges which the NHS is committed to achieve, together with 
responsibilities which the public, patients and staff owe to one another. All NHS Bodies 
private and third sector providers supplying NHS services are required by law to take 
account of this Constitution in their decisions and actions. 
 
A handbook accompanying the constitution may be found by going to NHS Constitution 
for England - Publications - GOV.UK that essentially provides further and more detailed 
explanation of each of the rights and pledges.  
 
Criminal Records  
This post is subject to the Rehabilitation of Offenders Act (Exceptions Order) 1975 and 
as such it will be necessary for a submission for Disclosure to be made to the 
Disclosure and Barring Service to check for any previous criminal convictions. 
 

 

 

 

 



 

 
Job   
Requirements  

  

  
Essential Requirements  

  

  
Desirable   Requirements  

  

Qualifications/ 
Training  

• Healthcare Professional Registration  
• Experience in the management of complaint 

systems and processes.  
• Previous experience of Governance working.  
• Experience within an NHS or Independent 

health organisation.  
  
 
 
 

• Educated to Degree Level or 
relevant experience  
 

  
  Experience   

• Experience of successful joint working with 
Trust staff and patients / carers.  

• Experience in analysing complaint 
information and enabling / recommending 
actions to ensure issues are reported and 
acted upon.  

• Experience in incident reporting and root 
cause analysis 
• Highly developed organisational skills.  

• Experience of working to deadlines and 
meeting targets.  

•  Experience of disseminating information in a 
variety of ways to different audiences.  

• Experience of delivering strategic and 
operational governance processes and their 
application i.e. audit.  
 

• Previous experience of liaison with 
teams to facilitate change.  

• Experience of clinical, corporate 
and organisational governance 
agendas 
Experience of the Key role of the 
Care Quality Commission and 
their review processes.  
  

Skills/  
Knowledge/ Personal  
Qualities’  

• Articulate with advanced written and verbal 
communication skills.  

• Skills and ability to present.  
• Competent IT skills.  
• Time management skills.   
• Maintain accurate records.  
 
 

• Ability to resolve conflicts and 
negotiate a way forward.  

  



 

• Assertive 
• Self-motivated 
• High level of work organisation 
• Can work under pressure 
• Strong commitment to undertaking the role 
• Supportive 

 
 

 


