
Page 1 of 7 

Position Description 
 

 

Position Title: NCN Education Coordinator 

Location: NCN Health 

All employees may be required to work across NCN Health should it be 
required to fulfil contractual hours  

Department: Education 

Cost Centre: P0602 

Reports To: Director of Clinical Services 

Direct Reports: Clinical Support Nurses 

Allied Health Educators 

Safe Patient Handling staff 

Key Contacts: Internal: Executive team, Management team, Workplace Trainer and 
Career Adviser, Registered Nurses, Enrolled Nurses, Allied Health staff, 
HCW’s, HSA’s, Food and Domestic Service Assistances, External 
Students, Training Providers 

Position Description 
Issue Date: 

May 2021 

Classification/Grade:  Registered Nurse Grade 4B Year 1-2(YX11 – YX12)  

Award/EBA: 03/22 - Nurses and Midwives (Victorian Public Health Sector) (Single 
Interest Employers) Enterprise Agreement 2016 - 2020 

Probation Review: 

Performance Review: 

Six month probation period applies for new postions 

Performance review annually  

Our Values and Behaviours 

Our culture is made up of our “Strive” and “Caring Together” values and behaviours, through which we 
commit to delivering ongoing quality health care for our communities. 

RESPECT ACCOUNTABILITY PARTNERSHIP 

Value the rights, beliefs and 
choices of every individual 

Take responsibility for our 
decisions and actions 

Work together to create value in 
health 

Role 

The NCN Education Coordinator will oversee the implementation of an NCN education program 
across all 3 campuses. The role will oversee the provision of organisation wide education in response 
to identified needs and provision of mandatory education. The Education Coordinator is responsible 
for the supervision of the Clinical Support Nurses, Allied Health Educator and the Safe Patient 
Handling roles. The Education Coordinator works closely with the Workplace Trainer/ Career Adviser. 

 

Key Performance Indicators 

• Education matters are effectively communicated with staff across the 3 campuses 

• Student placements and learning outcomes are achieved and managed in accordance with best 
practice for students in clinical placement in alignment with the Best Practice Clinical Learning 
Environment (BPCLE). 

• Graduate nurses program is managed effectively in collaboration with the NCN education team. 
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• All staff receive education and support to achieve appropriate level of clinical and non-clinical 
support as requested or identified by staff / managers. 

• An organisation wide education calendar is developed and implemented in conjunction with the 
NCN Health and the education team across the three campuses. 

• The Education team are supported in the coordination and delivery of mandatory education across 
NCN Health. 

Duties List 

Leadership and Management: 
External Educational opportunities 

• Oversee clinical placement for students from registered training organisations and liaise with 
external provider in relation to performance of students. 

• Oversee utilisation of Place right software for clinical placements. 

• Oversee work experience, Vetis students & VCAL students. 

• Oversee and monitor the progress of Nurses employed by NCN Health.  Provide professional 
feedback on performance in a timely manner and liaise with the Managers and Director of People 
and Culture in relation to any inadequate performance. 

• Oversee and monitor progress of Graduate Nurses.  
 
Organisational education: 

• Promote, coordinate and monitor mandatory training throughout the organisation. 
 
Professional Skills and Abilities: 
Administration 

• Responsible for coordinating departments filing and administration in a professional and orderly 
manner. 

• Provide reports, submissions, correspondence and other relevant education submissions. 

• Prepare reports on educational requirements and outcomes. 

• Coordinate NCN Health Education Group meetings, including preparation & distribution of agenda 
and minutes 

• Help maintain, in consultation with the People and Culture (P&C) Department, a database of 
employee education and qualifications (training and study leave via P&C) including Kineo E-learning 
database. 

• Ensure student placement documentation is completed.  

• Ensuring adequate and appropriate resources are available. 

• Provide relevant reports to, and liaise with, the appropriate manager regarding any non-
satisfactory performance or failure to comply with NCN Health mandatory training requirements.  

 
Specific Accountability: 
External Educational opportunities 

• Create and promote relationships with external tertiary institution, educative bodies and agencies 
encouraging placement of trainees and undergraduate students. 

• Coordinate invoicing of Registered Training Organisation (RTO) for clinical placement. 

• Maintain data and where applicable deliver reports to external education providers. 

• Consult with external service providers in relation to any student who fails to meet the standards of 
professional behaviour or performance expected of students by NCN Health.  

 
Coordination of Educational Programs: 
Organisational  

• In consultation with senior managers develop an organisational education and training plan.  This 
plan shall include content, assessment methodology and a clearly articulated time line. 

• Utilise the Kineo E-learning package to assist in the delivery and assessment of targeted education 
and learning to all NCN Health employees. 

• Monitor the training, educational and professional needs of all staff as determined through: 
o Regulatory and mandatory training requirements’ 
o Trends arising through audit results and sector changes 
o Identified needs through appraisal and rounding; 



Page 3 of 7 

• Review the education and training program annually or as deemed necessary, again, in consultation 
with senior managers. 

• Findings and recommendations are reported through the organisational committee structure. 

• Meet regularly with managers to discuss progress of departmental education plans and to assist 
managers in the development of strategies to overcome progress deficiencies. 

• Provide indirect clinical and non clinical support through the facilitation and provision of information 
and training. 

• Comply with BPCLE and complete all relevant reporting. 
 

Clinical  

• Create an environment of best practice through implementation and evaluation of agreed 
competencies and standards. 

• Supervise and work collaboratively with the Clinical Support Nurses and Allied Health Educators to 
provide clinical support to nursing staff and students. 

• Competencies are articulated, measured and monitored to ensure safe and appropriate practice and 
professional development. 

• Competencies are reaccredited for each relevant staff member on an annual basis. 

• The competencies reflect best practice and support the all relevant accreditation standards. 
 

Safe Patient Handling 

• Oversee “Safe Patient Handling” program throughout patient care areas ensuring adherence to the 
OHS framework. 

• Supervise and work collaboratively with the Safe Patient Handling staff to: 
o provide theoretical and practical Safe Patient Handling training throughout the organisation,  
o develop, review and maintain “Safe Patient Handling” documentation, and monitor staff 

compliance. 

Key Selection Criteria 

Mandatory: 

• Current Registration with Australian Health Practitioner Regulation Agency as a Registered Nurse 

• Satisfactory National History Criminal Check prior to commencement of employment (less than 6 
months old) 

• Satisfactory Victorian ‘Employee’ Working with Children Check prior to commencement of 
employment 

• Immunisation in accordance with Infection Control Guideline 

 

Essential: 

• Excellent interpersonal, communication and organisational skills 

• Previous experience in an education or leadership role that required project management skills. 

• Extensive leadership and clinical experience 

• Advanced Information Technology skills in use of Microsoft products (Outlook, Word and Excel). 

• Ability to work autonomously with staff and encouraging development of others 

• Advanced time management skills 

• A current Drivers Licence 

 

Desirable: 

• Post Graduate Qualifications in Education or other relevant discipline, or Certificate IV in Training & 
Assessment. (or working towards) 
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Occupational Health and Safety (OH&S) 

All employees are expected to: 

• Comply with safety instructions in their work environment and to familiarise themselves with OH&S 
procedures. Take reasonable care of their own health and safety as well as that of other people 
who may be affected by their conduct in the workplace. 

• Seek guidance about new or modified work procedures.  

• Ensure that any hazardous conditions are eliminated or minimised and that near misses and injuries 
are reported immediately to the Manager/Supervisor.  

If the role includes people management duties, these include the requirement to manage the health and 
safety of people under your control and support the actions contained in NCN Health OH&S policies. 

Infection Control/Immunisation 

An effective, integrated organisation-wide Infection Control Program is dependent upon the support, 
recognition, motivation, commitment and integrity of all employees.  All employees have a responsibility 
to maintain infection prevention and control knowledge levels commensurate with the requirements of 
the position description and to adhere to the organisation's Infection Control Prevention and Control 
policies and procedures at all times. 

NB: Persons born before 1966 do not require screening for MMR & Varicella 

Seasonal influenza immunisation is expected for all employees. 

Employees are classified by the category of work they perform and proof of immunisation may be 
required.  This position falls under the following risk assessment category.  
 
Category A - Mandatory - Hepatitis A or B, Recommended - Diphtheria, Measles, Mumps, Rubella, 
Chicken Pox 
 

Education 

NCN Health is committed to education.  All employees have a responsibility to undertake their own 
professional development and actively participate in the education of others.  Mandatory Education is 
complied with annually in accordance with the Mandatory Education Guideline and other directives as 
notified throughout the year.  Inter-professional education is strongly encouraged and supported and is 
integral to our health service. 

Health and Wellbeing 

The health and wellbeing of employees is a priority for NCN Health and I recognise the importance of 
an environment that promotes and nurtures the physical, mental, emotional and social wellbeing of all 
individuals. 

I commit to: 

• Partaking in the promotion of the health and wellbeing of employees 

• Contributing to an inclusive and health promoting environment 

• Promoting our values 

• An organisational culture that promotes positive mental health and wellbeing through supportive 
leadership, employee participation and shared decision making 

Confidentiality 

Confidentiality is a matter of concern for all persons who have access to personal information about 
patients, clients, residents or employees of NCN Health.  Employees must understand and accept that 
in accessing this personal information they hold a position of trust relative to this information.  In 
recognising these responsibilities employees must agree to preserve the confidential nature of this 
information. 

Failure to comply with this agreement may result in disciplinary action, up to and including termination 
of employment. 

Quality and Risk Management 
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In order to ensure continued patient safety and quality of care: 

• All staff are responsible and accountable to know, understand and support each other to meet the 
requirements of the Victorian Clinical Governance Framework.  All staff will be aware of the 
Community Participation Framework/ consumer partnership policy and actively engage and partner 
with consumers, demonstrate ownership and accountability of quality and safe care, and participate 
in regular evaluation and monitoring of performance to inform improvement. 

• Employees are required to participate in the development and maintenance of a quality service 
through the application of professional standards; participation in quality improvement activities; 
compliance with policies, procedures, practices and organisational goals and objectives of NCN 
Health.  

• Employees are required to contribute to the development and maintenance of the NCN Health Risk 
Management Framework and apply the framework to identify, evaluate and minimise exposure to 
risk. 

• Employees are required to abide by the Code of Conduct for Victorian Public Sector Employees. 

• Employee are required to contribute to the development, implementation and evaluation of NCN 
Health continuous improvement plan 

Equal Opportunities 

NCN Health is an equal opportunity employer that welcomes cultural diversity. Aboriginal and Torres 
Strait Islander candidates are encouraged to apply. 

 
NCN Health has zero tolerance for child abuse and is committed to acting in the best interest of children 
in our care. We promote cultural safety and participation of Aboriginal children, children of cultural and 
linguistic diversity and those with disabilities to keep them safe at all times. 

 

NCN Health confirms the right of all persons regardless of gender, culture or creed to live in a family or 
domestic relationship free of fear of violence abuse or intimidation.  

Special Requirements 

• A completion of pre-existing injury or illness declaration will be required prior to appointment to the 
position. 

• All employees of NCN Health are bound to work according to the policies and procedures of NCN 
Health, the Industrial Agreements that provide their terms and conditions of employment, any 
Scopes of Practice and professional codes of conduct established for your profession, the Code of 
Conduct for Victorian public sector employees and the provisions of the Fair Work Act, as amended 
from time to time. 

• All employees are required to familiarise themselves with these Policies and Procedures, 
Agreements, Scopes of Practice, Codes of Conduct and the relevant provisions of the Fair Work 
Act particularly those which relate to working harmoniously with other staff. 

Jobs Demands Checklist 

NCN Health have a duty of care to all staff. The purpose of this section is to ensure that you fully 
understand and are able to perform the inherent requirements of the role (with reasonable adjustments 
if required) and that you are not placed in an environment or given tasks that would result in risks to 
your safety or the safety of others. 

Physical Demands  

Sitting – remaining in a seated position to perform tasks Frequent 

Standing – remaining standing without moving about to perform tasks Frequent 

Walking – floor type: even/uneven/slippery/indoors/outdoors/slopes Frequent 

Running – floor type: even/uneven/slippery/indoors/outdoors/slopes Not Applicable 
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Bend/Lean Forward with waist – forward bending from the waist to perform 
tasks 

Frequent 

Trunk Twisting – turning from the waist while sitting or standing to perform 
tasks 

Frequent 

Kneeling – remain kneeling posture to perform tasks Infrequent 

Squatting/Crouching – adopting a squatting or crouching posture to perform 
tasks 

Infrequent 

Leg / Foot movement – use of leg and / or foot to operate machinery Not Applicable 

Climbing (stairs/ladders) – ascend / descend stairs, ladders, steps  etc Not Applicable 

Lifting / Carrying – light lifting & Carrying: 0-5 kg Frequent 

Lifting / Carrying – moderate lifting & Carrying: 5-10 kg Occasional 

Lifting/ Carrying – heavy lifting & carrying: 10-15kg Not Applicable 

Reaching – arms fully extended forward or raised above shoulder Frequent 

Pushing / Pulling / restraining – using force to hold / restrain or move objects 
toward or away from the body 

Occasional 

Head / Neck  Postures – holding head in a position other than neutral (facing 
forward) 

Infrequent 

Hand & Arm movements – repetitive movements of hands and arms Frequent 

Grasping / Fine Manipulation – gripping, holding, clasping with fingers or 
hands 

Frequent 

Work at Heights – using ladders, footstools, scaffolding, or other objects to 
perform work 

Not Applicable 

Driving – operating any motor powered vehicle Occasional 

Sensory Demands  

Sight – Use of sight is an integral part of work performance e.g. viewing of X-
Rays, use of computer screens 

Frequent 

Hearing – Use of hearing is an integral part of work performance, e.g., 
telephone enquiries 

Frequent 

Smell – Use of Smell is an integral part of work performance e.g., food 
preparation 

Occasional 

Taste – Use of taste is an integral part of work performance e.g., Food 
preparation 

Not Applicable 

Psychosocial Demands  

Distressed People - e.g., Emergency or grief situations Frequent 

Aggressive & Uncooperative People – e.g., Dementia, mental illness, head 
injuries 

Occasional 

Unpredictable People – e.g., Dementia, mental illness, head injuries Occasional 

Restraining – involvement in physical containment of patients / clients Not Applicable 

Exposure to Distressing Situations - e.g., Child abuse, viewing dead / 
mutilated bodies 

Occasional 

Environmental Demands  
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Dust – Exposure to atmospheric dust Not Applicable 

Gases – Working with explosive or flammable gases requiring precautionary 
measures 

Not Applicable 

Fumes – Exposure to noxious or toxic fumes Not Applicable 

Liquids – Working with corrosive, toxic or poisonous liquids or chemicals 
requiring PPE 

Not Applicable 

Hazardous Substances – e.g., Dry Chemicals, glues Not Applicable 

Noise – Environmental / background noise necessitates people raise their voice 
to be heard 

Not Applicable 

Inadequate Lighting – Risk of trips, falls or eyestrain Infrequent 

Sunlight – Risk to sunburn exists from spending more than 10 minutes per day 
in sunlight 

Infrequent 

Extreme Temperatures – Environmental Temperatures are less than 15 c or 
more than 35 c 

Not Applicable 

Confined Spaces – area where only one egress (escape route) exists Not Applicable 

Working at Heights – Ladders / stepladders / scaffolding are required to 
perform tasks 

Not Applicable 

Biological Hazards – e.g., exposure to body fluids, bacteria, infectious diseases
  

Not Applicable 

 

INCUMBENT STATEMENT 

 

I acknowledge that:  

• I will observe child safe principles and expectations for appropriate behaviour toward and in the 
company of children.  

• NCN Health has a zero tolerance of child abuse and all allegations and safety concerns will be treated 
very seriously. For more information refer to NCN Child Safety Standards procedure. 

• I have read and fully understand the Position Description and Inherent Physical Requirements of the 
position.   

• I agree that I have the physical ability to fulfil the inherent physical requirements of the position, and 
accept my role in fulfilling the responsibilities, activities, duties and generic position requirements.   

• I understand that the information provided is a general outline and may not encompass every aspect 
of the position. 

• NCN Health may alter the duties of this position description if and when the need arises.  Any such 
changes will be made in consultation with the affected employee(s). 

• I understand that this is separate to the Employment Agreement that I will sign, outlining the terms 
and conditions of my employment. 

 

 

Employee Name:_______________________ Signature:_____________________ Date:___________ 


