II.

III.

PUBLIC SERVICE COMMISSION CIRCULAR NOTE NO. 77 OF 2021

Vacancy for post of Nursing Administrator (Female)
Rodrigues Regional Assembly (Health)

Applications are invited from qualified officers of the Rodrigues Regional
Assembly who wish to be considered for appointment as Nursing
Administrator (Female) in the Rodrigues Regional Assembly (Health).

QUALIFICATIONS

By selection from among officers in the grade of Nursing Supervisor (Female)
who -

(@) reckon at least one year’s service in a substantive capacity in the
grade; and

(b) possess administrative and organisational abilities.

ROLE AND RESPONSIBILITIES

To help in the effective and efficient administration and management of
continuing and sustainable nursing services.

IV. DUTIES AND SALARY

1. To be responsible to the head of the hospital for the administration
and management of the nursing services in the hospital and its
annexed health institutions.

2. The Nursing Administrator (Female) will be required to perform the
following duties —

A. PROFESSIONAL

(i) To assume full responsibility for the nursing care and
administration of the nursing services.

(i) To plan and make projections on professional and
personnel needs of the nursing and ancillary services.

(iii) To plan the training of the nursing and ancillary staff and
implement approved programmes of training.

(iv)  To organise post basic nursing courses for the staff.

(V) To plan, allocate and co-ordinate the work of the Nursing
Supervisors (Female) and Nursing Supervisors (Male).
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(vi)
(vii)

(viii)

(ix)

(i)

-
To maintain high nursing and hygienic norms.
To advise the head of the hospital on all nursing matters.

To promote/carry out research and studies relating to
nursing practice.

To participate, whenever required, in any nurse educational
committee or in the Examinations Board.

To ensure co-ordination with Nursing School authorities for
the practical training and the placing of Student Nurses and
Student Midwives in accordance with the approved
programmes of training.

To collaborate and co-ordinate with medical and para-
medical staff for the smooth running of the institution and
its annexed Health Institutions and the prompt and effective
management of patients.

ADMINISTRATIVE

@

(i)

(i)

(iv)

)

(vi)

(vii)

(viii)

To ensure that all records concerning nursing care and
nursing personnel are properly kept and also ensure the
confidentiality of the personal file of each and every member
of the nursing staff.

To ensure the co-ordination and collaboration of the nursing
staff with other units or department personnel and that all
wards/points are properly staffed, equipped and
maintained.

To conduct enquiries into complaints concerning the
nursing and ancillary staff and make appropriate

recommendations.

To pay surprise visits after normal office hours and submit
reports thereon.

To participate, whenever required, in any committee that
may be set up.

To prepare estimates of the establishments and equipment
required for the nursing services and subsequently contain

expenditure within approved financial allocations.

To compile information on the nursing services and submit
reports, whenever required.

To propagate policy changes amongst the nursing staff.
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(ix)

_3-

To ensure in collaboration with medical and supporting
staff, the safety of patients.

HUMAN RESOURCE

@

(i)

(i)

(iv)

)

To act, whenever required, as member of the selection
panels in connection with the appointment of subordinate
staff.

To introduce Nursing Supervisors (Female) and Nursing
Supervisors (Male) to their duties and co-ordinate their
leave.

To submit ad-hoc confidential report on nursing and
ancillary staff, whenever requested.

To be responsible for the welfare of the nursing staff and
represent nursing interests at meetings and committees.

To exercise leadership in the Hospital Nursing Service and to
develop management skills of subordinate staff.

To assist in the implementation of the Performance Management
System.

To use ICT in the performance of her duties.

To perform such other duties directly related to the main duties listed
above or related to the delivery of the output and results expected from
the Nursing Administrator (Female) in the roles ascribed to her.

The Nursing Administrator (Female) is first and foremost a nurse by profession
and through her mature personality, developed critical sense and good
judgment, should inspire confidence around her, and with that end in view,
should perform and assume any other duties or responsibilities not listed above
but that will be conducive to the smooth running of the service under her
charge and for the good name of the institution.

The permanent and pensionable post carries salary in scale Rs 40,300 x 950 —
42,200 x 1,300 — 46,100 x 1,575 - 49,250 x 1,650 — 54,200 x 1,700 — 64,400 x
1,800 - 69,800 a month.
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VI.

MODE OF APPLICATION

1. Quualified candidates should submit their application on PSC Form 7
which may be obtained either from the Enquiry Counter of the
Ministry of Public Service, Administrative and Institutional Reforms,
Ground Floor, Emmanuel Anquetil Building, Port Louis or from the
Enquiry Counter of the Public Service Commission, 7, Louis Pasteur
Street, Forest-Side or from the Chief Commissioner’s Office, Port
Mathurin, Rodrigues or from the offices of the Mauritius High
Commissions/Embassies overseas.

2. This circular together with the Application Form (PSC Form 7) are
available on the website of the Public Service Commission at
https://psc.govmu.org

3. Acknowledgement of applications will be made, as far as possible, by
e-mail. Candidates are, therefore, advised to submit their e-mail
address.

4. Candidates are also advised to read carefully the “NOTES AND
INSTRUCTIONS TO CANDIDATES” before filling in the Application
Form. Care should be taken to fill in the Application Form correctly.
Incomplete, inadequate or inaccurate filling of the Application
Form may entail elimination of the candidate.

CLOSING DATE

Application Forms should reach the Island Chief Executive, Chief
Commissioner’s Office, Port Mathurin, Rodrigues, not later than 15 15
hours (local time) on Thursday 03 February 2022. Application Forms
received after the specified closing date and time will not be considered.

IMPORTANT

The post which falls under the Establishment of the Rodrigues Regional
Assembly is restricted for service in Rodrigues only. Any request for transfer
or promotion to any similar or other posts in Mauritius will not be
considered at any stage from any person who is selected for appointment.

Public Service Commission,
7, Louis Pasteur Street,
Forest Side,

Date: 14 January 2022 MAURITIUS.




