Nursing Manager – Sample B (2011)


SUMMARY
Supervises and directs the nursing services for the [CHC], including recruitment, hiring, orientation, scheduling, evaluation and discipline of the nursing staff according to policies, procedures, philosophy and objectives of the department and [CHC].  Acts as “on site” [CHC] resource for all staff as issues and concerns arise. Assures appropriateness and goals of patient care. 
ESSENTIAL DUTIES AND RESPONSIBILITIES 

·        Exemplifies the Mission, Vision, Values and Customer Service     Standards of [CHC].           
· Supervises and directs the nursing services for the [CHC], including recruitment, hiring, orientation, evaluation, scheduling and discipline of the nursing staff in an ongoing and timely manner.

· Promotes nursing staff development by providing pertinent in-service training and assistance in meeting goals and objectives.  Specifically, defines “core competencies” appropriate to the level of licensure, certifies competencies, and promotes development of skills beyond current certification.  Also responsible for training nursing staff in use of the electronic health record.

· Works in conjunction with Operations Director and Finance Director planning, developing and implementing the budget for the nursing department.

· Oversees patient triage.

· Provides oversight for ensuring that exam and procedure rooms are stocked with all supplies and equipment necessary to perform procedures and medical examinations.  Maintains emergency kits, defibrillators, and autoclaves.  Orders and maintains medical equipment & clinical supplies as needed.  

· Participates in appropriate meetings and committees. Chairs monthly nursing department meeting.

· Coordinates and participates in chart audits for nursing as needed.  Prepares statistical reports as needed.

· Investigates, attempts to resolve and reports complaints.

· Works closely with the Patient Services Coordinator to ensure efficient patient flow through the [CHC], specifically ensuring timely and accurate communication between the “front” and “back” office staff.

· Provides oversight for “procedure clinics” (sessions dedicated to operative procedures) by ensuring that rooms are stocked, equipment is ready, and patients are notified in advance and appropriately prepped.

· Coordinates employee immunizations and PPD screenings.

· Coordinates activities of the nursing department with other departments.

· Reviews nursing policies and procedures annually and makes revisions as needed. 

· Remains current with standards of primary health care practices.

· Determines staffing requirements and scheduling in coordination with clinician schedules and communicates those as appropriate.

· Demonstrates positive and effective working relationships with the entire health care team.

NON-ESSENTIAL DUTIES AND RESPONSIBILITIES
· Provides backup and resources for the nursing staff as needed.

· Performs other job related duties as assigned.

SUPERVISORY RESPONSIBILITIES

Received:
Works under the general administrative direction of the Operations Director.  Supervision is received through personal conference, general observation of work in progress, and occasional review by supervisor of completed work.

Exercised:
Supervision is a major part of the responsibilities assigned. Supervises a staff of subordinates, including but not limited to CMAs, LPNs, Staff RN's, as well as hiring, firing, evaluation, discipline and training.

QUALIFICATIONS  

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  The requirements listed below are representative of the knowledge, skill and/or ability required.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. 
EDUCATION, LICENSURE and/or EXPERIENCE
RN graduate from a school of nursing accredited by the American Nurses Credentialing [CHC] (ANCC) required.  Bachelor’s degree as a Registered Nurse from an accredited college or university preferred.  Active license as a Registered Nurse in the State of Alaska.  Four years of full time appropriate experience in a multi-specialty medical group setting including policy development and 2 years supervisory experience is required. Must have demonstrated potential for leadership. Use of personal vehicle required for travel; valid driver’s license required; must have personal auto insurance
LANGUAGE SKILLS

Bilingual preferred 

KNOWLEDGE, SKILLS AND ABILITIES

Knowledge of nursing principles and practice.

Knowledge of the principles of supervision and training.

Knowledge of clinic personnel policies and clinical policies and procedures.

Knowledge of medical terminology and of medical clinic operations.

Skill in developing subordinates and in providing leadership.

Skill in computer operation using MS Office software and other job-related software.

Ability to work with racially, ethnically & social economically diverse populations. 
Ability to work effectively with other medical staff, patients, and subordinates.

Ability to analyze operations and to revise them for more efficiency.
Ability delegate tasks appropriately according to staff certification, licensure and experience.
Excellent verbal and written communications skills.
PHYSICAL DEMANDS  

The work environment characteristics described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is frequently required to stand, walk, sit, use hands to finger, handle, or feel, reach with hands and arms, and see, talk and hear.  The employee must occasionally lift and/or move up to 25 pounds.  Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth perception, and ability to adjust focus.

WORK ENVIRONMENT 

The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job.  

All [CHC] sites are nonsmoking.

