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Nursing Manager – Sample C (2014)

GENERAL RESPONSIBILITIES


Responsible for the overall coordination, supervision, and effective performance of corporate nursing functions.  Provides vision and strategic direction and leads the nursing team in achieving corporate and site-specific goals and objectives.   

ESSENTIAL DUTIES

1. Directs, coordinates, and evaluates nursing staff and nursing services provided throughout [CHC] medical clinics.  

2. Supervises and directs the work of nursing department staff, including nurses, medical assistants, referral coordinators, patient care coordinators and others.  Schedules nursing staff in accordance with clinician and site schedules.

3. Responsible for the training and development of nursing staff.  Provides and/or coordinates in-service trainings on CPR, EMR usage and other topics, as appropriate.

4. Develops, implements, and evaluates nursing care criteria for clinical practice.  Works with the Medical Operations Director and Medical Director in designing and implementing system improvements specific to the delivery of nursing services throughout [CHC] medical clinics supporting our move to a Medical Home Model of patient care and improving/sustaining clinic productivity and services, achieving targets and improving patient outcomes.

5. Collaborates with the Medical Operations Director and Medical Director in development of long-range plans and budgets specific to the nursing department.  Monitors and manages the nursing department budget. 

6. Ensures that nursing staff keep all exam and procedure rooms appropriately stocked and emergency carts are maintained and available at each location.  Determines appropriate levels of medical supply inventory.

7. Responsible for investigating and resolving patient incidents and complaints as they pertain to nursing services.  

8. Oversees immunization program, including vaccine ordering process, receipt, maintenance/storage, compliance with state and other grants and requirements.

9. Responsible for coordinating, collecting and reporting medical related UDS in coordination with Data Manager.

10. Develops and maintains policies and procedures for nursing operations.  Ensures compliance with HIPAA/OSHA and other federal and state regulatory requirements.
MARGINAL DUTIES

1. Provides direct care to patients within the approved scope of nursing licensure.

2. Works evening and Saturday shifts as necessary to ensure understanding of needs particular to those days/times.  

3. Performs other duties as assigned by supervisor.

4. Performs any other duties as may be necessary for the proper operation of the clinic and care of patients.

PERFORMANCE CRITERIA

1. Is fair, equitable, positive, and constructive in managing others; actively promotes teamwork and positive staff morale.  Turnover is kept to a minimum.

2. Staff evaluations are performed in a timely manner.  Evaluations are an accurate reflection of staff performance.

3. Nursing schedules are prepared at least two weeks in advance and provide the appropriate level of coverage to meet each clinic’s needs.  

4. In-service training for nurses is conducted at least on a quarterly basis.  Staff is proficient in their knowledge and utilization of [CHC] nursing systems.

5. Staff practice competent and compassionate nursing care and quality measures are adhered to at all times, including immunization rates/goals, diabetic foot exams, medication list reconciliation, etc.

6. Works effectively with corporate leaders and medical clinicians and other staff to continuously improve operations for the welfare of our patients.  Builds and enhances teamwork and respect throughout the corporation.  

7. Grants and program targets and deadlines are met and information is communicated effectively and timely to appropriate parties.  

8. Nursing department is within defined budget parameters. 

9. Shows innovation and flexibility in the resolution of problems and in the development or redesign of effective procedures.  The [CHC] Nursing Policy and Procedure manual is comprehensive and kept up-to-date.  

10. Patient complaints are investigated and resolved expeditiously.

11. Medical equipment is properly maintained and there are appropriate inventory of necessary supplies for nursing staff.  Sound judgment is used in the ordering, purchasing, consumption and maintenance of supplies and equipment. 

12. Is professional in dress and appearance, maintains professional demeanor, and represents the corporation in a positive manner at all times.

13. Confidentiality is maintained and HIPAA policies are complied with at all times.

SUPERVISION AND EVALUATION

Supervised and evaluated by the Medical Operations Director with input from the Medical Director, clinicians and other staff.  Clinical supervision provided by the Medical Director.
MINIMUM QUALIFICATIONS

1. Current [State] R.N. license.

2. Minimum of seven years experience in a nursing director/manager position.

3. Strong analytical and problem solving skills.  Problems are solved with creativity and ingenuity.

4. Ability to communicate effectively, both orally and in writing. 

5. Able to establish and maintain effective working relations and to work in a team environment.

6. Ability to set priorities, be organized, and be a self-starter.

7. Ability to develop subordinates and provide strong leadership.

8. Able to organize, prioritize, and coordinate multiple activities and tasks.

9. Able to remain calm and effective in high pressure and emergency situations.

PREFERRED QUALIFICATIONS

1. Five or more years experience directing/managing nursing operations.

2. Bachelors or Masters degree in Nursing.

3. Experience working with a wide variety of patient populations, including patients living in poverty and individuals of minority groups.


4. Bilingual abilities (English/Spanish).

5. Ability to lift 25 pounds.


