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Position Description  

 

Position Title Project Manager : Chronic Heart Failure Nurse Clinic Project  

Direct Manager Role Ken Griffin – APNA CEO  

Direct Reports Nil  

Full-time Equivalent (FTE) 0.6 FTE 

PD Date August 2019 

Financial Delegation As agreed with the Program Manager 

 

Who are we? 

The Australian Primary Health Care Nurses Association (APNA) is the peak professional body for nurses 

working in primary health care. APNA champions the role of primary health care nurses; to advance 

professional recognition, ensure workforce sustainability, nurture leadership in health, and optimise the 

role of nurses in person-centred care 

Purpose of the role: 
To lead and drive the Chronic Heart Failure Nurse Clinics Project delivery, working collaboratively 

with other APNA initiatives and programs, and in accordance with the approved program funding 

and activity schedule. Works with APNA’s broad organisational purpose and interplay with other 

key stakeholder organisations.  

 

The Chronic Heart Failure Nurse Clinics project will support the establishment of six nurse clinics 

that aim to improve the treatment and care of patients with chronic heart failure in primary care, 

living in targeted regions of Western Australia. The project framework builds on the knowledge 

and resources APNA has developed in regard to the establishment of nurse clinics within primary 

health care settings.  

 

 

Our Values 
As an organisation, we are dynamic, future focused, and supporting the professional journey of our 

members throughout their career. We strive to engage with them – and on their behalf – by delivering 

vibrant and sustainable activities and programs which lead the profession, recognise the full-breadth of 

our member’s skills and their vital role in every Australian’s life. 

 

 

 

 

 

 

Engaging  Courage ou s  Vi brant  

Lea d ing  Su sta inab le  Community-minded 

 

https://www.apna.asn.au/profession/chronic-heart-failure-nurse-clinics
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Our values are important in inspiring our work, informing our decision-making, giving us a clear identity 

and personality, and deciding both what we want to do, and how we want to do it. 

 

Chronic Heart Failure (CHF) Nurse Clinics key responsibilities  

Project Delivery 

 Establish detailed project plans, timelines and key milestones to drive timely delivery of the project 

and support APNA’s organisational purpose.  

 Regularly communicates with team members to monitor performance against the project plan and 

ensure key timeframes are met. 

 Support participants in the Chronic Heart Failure Nurse Clinics project  through the provision of 

project elements, ,information, professional guidance and coaching conversations - utilising and 

enacting the contract performance process where necessary 

 Establishes clear financial delegations/authority for self and others. Plans and tracks activities to 

deliver project outcomes within budget, ensuring value and quality. 

 Identify and assess project risks. Develop strategies to minimise or respond to risks. 

 Support the establishment and work within a Quality Improvement Framework which provides a 

systematic continuous improvement approach to the project 

 Support the establishment and work within a data collection framework to review and evaluate 

the impact of and the project, including characteristics, activities, and results of clinical and non-

clinical outcomes. 

 Identify gaps and areas for improvement in the project development and delivery as well as 

future initiatives. 

  Work collaboratively with the project team to design, produce and review high quality content 

and education materials care to meet the aims of the project. 

 Utilise own skills to contribute to the content development and delivery of education and resources 

relevant to nurses working in  primary health care 

 Drive the creation and dissemination of survey instruments as appropriate and analyse/synthesise 

results into meaningful data to support the project. 

 Establish and maintain effective working relationships with key government departments and 

regulators (e.g. AHPRA and NMBA) to understand, contribute to and influence policy development. 

 Advocate on key issues impacting nurses in primary health care and engage with government 

departments, presenting as a credible and professional representative of primary healthcare nurses 

 A person in this role may be directed to undertake tasks not included here, but which might 

reasonably be within their skills, knowledge or experience. 

 

Stakeholder and Project Participant Management 

 Establish professional and collaborative working relationships with the project key stakeholders 

(e.g. Lead Nurses, participating organisations, WAPHA) to support project delivery  

 Develop a solid understanding of the roles and responsibilities of other areas within APNA and 

facilitate cross-organisation sharing of knowledge, while also drawing on knowledge or approaches 

from other areas. 

 Model organisational values and codes of conduct with internal and external stakeholders. 
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Engagement with the Sector 

 Engage with the primary healthcare sector via organisation representation activity, focus-groups, 

online surveys, workshops etc., to establish issues of concern, learning and educational 

requirements in relation to project needs. 

 Engage with primary healthcare nurses throughout the project  to understand issues relevant to 

them, and to coach or advise them while upholding APNA’s policies or preferred approach 

 Identify appropriate learning and program/clinical outcomes, in line with specific project and 

organisational needs  

 Engage with existing and prospective primary healthcare stakeholders around key issues and to 

facilitate involvement in the project 

 Develop and enact communications plans with the support of APNA communications and the 

project team. 

 Deliver evidence based, high quality education  workshops in an engaging manner, demonstrating 

support of best practice primary health clinical care in all priority areas  

 

Research & Writing 

 Draft briefs and technical reports to government agencies and members, drawing on research and 

evidence-based approaches. 

 Contribute to and communicate public policy options and recommendations.  

 Draft communications such as newsletters, articles and other publications in collaboration with the 

APNA communications team where necessary, adapting the style to the relevant audience. 

 Analyse and evaluate research and/or data sets to reach sound conclusions and recommendations. 

 Remain up-to-date with contemporary issues via professional reading and engagement with 

professional forums. 

 Provide succinct, formal written contributions for APNA’s reports, within given timeframes. 

 

Skills and Knowledge Required: 

Essential skills 

 Written communication: prepare clear, concise and grammatically correct reports that are well 

structured which utilise appropriate referencing styles.  Edit written communications to ensure they 

contain the information necessary to achieve their purpose and meet audience needs. 

 Data analytics: able to interrogate data to enable quantitative analysis, can produce standard 

mathematical charts (bar charts, pie charts etc.) to demonstrate aggregate results. Able to describe 

findings and make logical connections without making assumptions. 

 Research skills: able to utilise a variety of research sources, quantitative and qualitative methods, 

literature searches and internet searches to understand an issue. Knows how to critically evaluate 

research and findings and draw on these in work.    

 Health promotion principles: has a working knowledge of concepts relevant to the health sector 

such as: evidence-based practice, equity, intersectoral collaboration, population health approach, 
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multi-strategic interventions, effective partnerships, and cultural competence. Understands the 

Australian health system and broader systems that impact on health; 

 Change principles: Understands the application of theories and models of behaviour change, 

social and political change, social marketing and organisational development. 

 Primary health care knowledge: Has a contextual understanding of the primary health care 

setting. 

 Information technology: Proficient in use of information technology and software including MS 

Office suite. Experience with Survey Gizmo would be ideal though not essential. 

Personal attributes and skills 

 Influence: builds behind-the-scenes support for ideas to gain buy-in and ownership from 

stakeholders. Identifies and promotes a need for change. Has realistic expectations about achieving 

incremental change, and the importance of introducing stakeholders to more innovative ideas by 

degrees. Builds relationships to establish and maintain external partnerships. 

 Resilience: remains calm and in control under pressure, in the face of competing priorities and 

complex environmental factors outside the organisation’s control. 

 Flexibility: adaptable, open to new ideas, accepts changed priorities without undue discomfort. 

 Organisational Awareness: understands issues and pressures the organisation needs to respond 

to, and the reasons behind organisational climate/culture. Understands the impact of external 

events and changing stakeholder needs on the organisation and members. 

 Leadership: ensures others have a clear understanding of what is to be achieved. Seeks information 

and resources required for team members to work effectively and ensures their practical needs are 

met; delegates responsibilities appropriately. 

 Teamwork: cooperates and works well in the wider organisation. Collaborates with others, sharing 

thought processes, ideas, and information. Shows consideration, concern and respect for others 

and their ideas. Encourages resolution of conflict within a group. 

 Presentation skills: prepare and deliver logical, succinct and sequential presentations. Is a credible 

and knowledgeable facilitator able to hold the audience’s attention. 

 Communication: able to use a broad range of communication styles, and chooses an appropriate 

style depending on the audience. Listens and asks questions to understand others’ point-of-view. 

Can communicate ideas in a clear and succinct manner without becoming side-tracked or losing 

focus. 

  Professionalism: upholds and promotes standards of excellence in the workplace. Understands 

and adheres to workplace etiquette. Maintains appropriate boundaries, without needing to be stiff 

or formal. Is able to express emotions appropriately. 

Qualifications and Experience 

Essential qualifications and experience noted above – key elements: 

 Relevant undergraduate or post graduate qualification in nursing, health, project 

management or other relevant discipline. 

 Deep contextual understanding of the primary health care setting 
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 Experience as a Project Manager, or utilising similar skills, in a health-related field  

 Proven understanding of budgetary requirements within a project delivery setting. 

 Proven excellent oral and written communication, collaboration and negotiation skills. 

 Proven success in negotiating and building external partnerships.  

 Proven consultation & facilitation skills with the ability to work independently when necessary. 

Essential IT competencies  

 Microsoft Office applications (Word, Outlook, PowerPoint, Excel) 

 Willingness to undertake instruction and become proficient in editing or developing APNA 

Project Website pages, APNA Project Facebook pages and other electronic programs such as 

google documents, Dedoose, Trello and other platforms as identified. 

Desirable skills, education or attributes noted above – key elements: 

 Undergraduate or postgraduate education in training and assessment, education 

development, project management, business or another relevant discipline would be highly 

regarded 


