Nursing Manager – Sample A (2010)


Summary:
Supervises and coordinates all service, training, operational and personnel functions of RNS, LPNs and CNAs within the nursing department.  The Nursing Manager additionally may function as a clinical nurse in the provision of direct service to patients when the need arises. The Nursing Manager reports to the Chief Operating Officer for all service and operational matters and works closely with the Medical Directors and Providers on matters relating to patient care.   The Nursing Manager works in close collaboration with the Lead Clinical Medical Assistant to assure adequate staffing for providers and patient care needs.
Essential Duties and Responsibilities:
· Provides administrative supervision of functions within the nursing department and, task assignments for RNs, LPNs and CNAs.  Functions include hiring, evaluation, work flow, discipline, standards and overall performance.

· Oversees compliance with OSHA regulations including testing, quality control and Quality Assurance.

· Assures nursing credentials are up to date, including licensure and BLS certifications.

· Responsible for identifying nursing education needs and CMEs pertinent to ambulatory care nursing.

· Assists in the development, implementation and maintenance of clinic and patient care processes and procedures and respective nursing protocols.

· Provides direct service to patients in the conduct of various clinical procedures within the approved scope of nursing licensure.
· Assists in determining required levels of medical supply inventories, conveying needs to the Purchasing Department and overseeing other supplies and equipment needs and maintenance requirements.
· Under the general direction of the Chief Operating Officer, develops and maintains approved policies and procedures for nursing operations and helps ensure compliance with all federal, state and local regulatory bodies

· Responsible for developing nursing staffing schedule based on workloads of providers and productivity targets established in the budget.

· Participates in Resident Physician education relative to nursing policies, procedures and techniques related to the operations and conduct of an ambulatory health care clinic.

· Responsible for annual budget of the nursing department.

· Performs other duties as may be assigned by the Chief Operating Officer. 
· May assist executive staff in new program development, grant writing or conduct of other data gathering and/or reporting functions.

Supervisory Responsibilities:
Supervises all RNS, LPNs and CNAs.  Carries out supervisory responsibilities in accordance with [CHC] policies and applicable laws. Responsibilities include assisting in interview, hire, and training of employees; planning, assigning, and directing work; appraising performance; addressing complaints and resolving problems.

Qualification Requirements:
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, skills and ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Education and Experience:
Bachelor's degree in nursing from an accredited institution or equivalent is preferred.  A minimum of five (5) years relevant experience in a clinic environment is required.  Experience may partially substitute for educational requirements. Must have a proven work history with hands‑on, full‑charge nursing responsibility and demonstrated competency with in all aspects of nursing protocols and procedures.  
Must be self-directed, personable, respected, able to represent self and organization in a professional manner and effectively lead the nursing department toward organization goals. Supervisory experience required.    

Work Record:
A demonstrated work record showing good attendance, punctuality, dependability and the ability to work well under a team management concept while maintaining good relationships with superiors, subordinates and co-workers.

Language Skills:
Ability to read, analyze, and interpret general medical and business periodicals, professional journals and governmental regulations. Ability to write reports and business correspondence. Ability to effectively present information and respond to questions from supervisors, patients, third party payers, vendors and the general public.

Mathematical Skills:
Ability to calculate figures and amounts such as sliding fees, discounts, interest, proportions and percentages.  Ability to apply concepts of basic algebra.  Mathematical accuracy and attention to detail are essential skills for this position.

Reasoning Ability:
Ability to solve practical problems and deal with a variety of variables. Ability to interpret a variety of instructions furnished in written, oral, diagram, or schedule form.

Team Work:
Ability to work and interact effectively and positively with other staff members to build and enhance teamwork in the family medicine clinic and throughout the clinic setting.  Serves as a Department Head member of the [CHC] Management Team

Sensitivity to the Needs of Special Populations:
Ability to understand and respond appropriately, effectively and sensitively to special population groups served by [CHC].  Special population groups include those defined by, but not limited to, race, ethnicity, language, age, sex, sexual orientation, economic standing, disability, etc.

Physical Demands:
The physical demands 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 sit or stand for long periods, handle papers, type and operate computer equipment; reach with hands and arms; talk, see and hear.  Specific vision abilities required by this job include close vision and the ability to adjust focus.  May be required to assist patients including lifting.

Work Environment:

Work is performed in a typical, busy and noisy outpatient clinic environment. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions of the job.


