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I.       SUMMARY

          Working collaboratively with providers and other health care staff, 

          providing comprehensive patient care.

          Responsible for the maintenance and promotion of patient health across

          the life cycle.

          Works collaboratively with other health/social agencies to provide 

          continuity of care.

II.      ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other 

          duties may be assigned.

   A.  Nursing Services

       1.  Assesses the immediate and long-term physical, mental and social health 

            care needs of individuals and families.

       2.  Incorporate age appropriate principles and consider the cultural and linguistic 

            needs of patients and families to develop a plan of nursing care.

       3.  Working with the individual and/or family to arrange follow-up care and 

            provide patient education.

       4.  Provide support to individuals and families during periods of wellness and 

            injury, incorporating as appropriate the medical plan of care.  

       5.  Initiate action by direct contact, by telephone, or referral, according to 

            approved guidelines.

       6.  Case Manage families as needed to achieve the health care goals.

       7.  Orient new patients to the Health Center and the delivery of care.

       8.  Provide nursing services and treatments requiring specialized training, 

            knowledge and skills such as immunizations, respiratory treatments, and 

            medication delivery.

       9.  Provide Nursing Visits to read PPDs, administer ordered immunizations 

            and medications, and educate and counsel patients with acute/chronic 

            health problem, for the promotion maintenance and restoration of health.

    10.   Manage the flow of the clinic by previewing schedules and patient charts, 

            proper triaging, and coordination and scheduling of sick visit appointments.

    11. Document all care delivered, all counseling and all triage encounters by 

           phone or walk-in.  Demonstrate sound judgment as evidenced by 

           documented recommendations to patients and timely communication with 

           providers as warranted.

    12. Consult with Providers on the follow-up of DNKAs.

    13. Review and separate all mail for the department.  Review all labs, and 

          radiological test results.  Chart all results (OB department).  Document 

          follow-up of abnormal results.  Follow up on family/partner screening 

          needs, i.e., TB, Hepatitis, STD, and Genetic Counseling. 

    14. Maintain knowledge of programs and resources, i.e., WCSP, Diabetes 

          Resource Center.

    15. Coordinate patient care with School Nurses, VNA, DCYF, Adult and 

          Child Day Care, and Summer Camps.

    16. Maintain Pharmacy log including documentation of medications dispensed 

          by providers and correct delivery and documentation by Pharmacy 

          Representatives.

    17. Coordinate patient care by refilling prescriptions per policy for walk-in 

          patients, patient phone calls and Pharmacist calls.  Assist patients with 

          medication delivery problem, i.e. fill weekly medication boxes.

    18. Coordinate and oversee Pharmacy Assistance Program

    19. Maintain medication logs, Depo Provera, Norplant, Oral Contraceptives.

    20. Check Emergency Cart and equipment as required.

    21. Work with PSR to coordinate cancelled sessions by Providers.  Assess 

          patient needs and organize rescheduling of appointments based on patient 

          needs.

    22.  Accept responsibility for continued professional growth and self-

           development and maintain competency in nursing.

   23.  Maintain professional ethics for self and staff.  Responsible and accountable 

          for individual nursing judgments and actions.

   24.  Protect the safety of the patient by the incompetent, unethical or illegal 

          practice of any person.

   25.  Participate in all meetings and conferences as required.  Participate in 

          community screening events as required.

   26.  Maintain client confidentiality at all levels of interaction.

   27.  Perform duties of Health Center Director in her absence.

   28. Cover other clinics as needed.  Float to other centers when assigned.

   29. Perform other job related duties as deemed necessary by supervisor.

 B.   Managed Care

    1.  Coordinate referrals by obtaining any required authorization from Health 

         Insurance Companies.  Book appointments if required and inform patients 

         as necessary. Follow up with results and DNKAs.  Maintain logs as 

         required (Pap, Mammogram and ultrasound logs).

      2. Work with Managed Care Aide to coordinate and track referrals and 

          improve process.

  C.   Quality Improvement/Risk Management

      1.  Maintain and review records and reports essential to patient care and 

           effective functioning of the program and take any necessary steps toward 

           these goals.

      2.  Review new policies and procedures.  Ensure ancillary staff follows 

           guidelines.

   D.    Clinic leadership responsibilities

        1.  Provide guidance and ongoing assistance to ancillary health care staff.

        2.  Identify training requirements for staff and participate in implementation of 

             training activities.

       3.  Provide input to supervisory staff in annual evaluation of ancillary staff.

       4.  Precept collegiate nursing students.

       5.  Assists site supervisor in training and guiding AmeriCorps staff.

III.       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.

IV.       EDUCATION and/or EXPERIENCE 

            B.S.N. from an accredited school of nursing or college preferred.  

   Current R.N. Rhode Island state license required.

   One year nursing experience in hospital, public health or

   community health preferred.  

   Ability to perform duties and responsibilities across life cycle

   (infants, children, adolescents, adults, prenatal and geriatric)

   required

  Bicultural (Spanish) skills and Bilingual experiences strongly 

  valued.

  Experience in providing managed care patient services.

 Commitment to work in community health with the challenges of

 a high risk, and often uninsured and diverse patient population

 required.

 Computer literacy very helpful.

V.        LANGUAGE SKILLS 

            Ability to read and interpret documents such as safety rules, operating and 

            maintenance instructions, and policies/procedure manuals.  

            Ability to write routine reports and correspondence.  

            Ability to communicate effectively with staff, patients and family members.

VI.       MATHEMATICAL SKILLS 

             Ability to add, subtract, multiply, and divide in all units of measure, using whole 

             numbers, common fractions, and decimals.  

             Ability to compute rate, ratio, and percent and to draw and interpret graphs.

VII.      REASONING ABILITY 

            Ability to solve practical problems and deal with a variety of situations where 

            only limited standardization exists. 

            Ability to interpret a variety of instructions furnished in written, oral, diagram, or 

            schedule form.

VIII.    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 regularly required to stand;

walk; sit; use hands to finger, handle, or feel; reach with hands and arms; and talk or

hear. 

The employee must frequently lift and/or move up to 10 pounds. 

Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth perception, and ability to adjust focus.

IX.      WORK ENVIRONMENT  The work environment characteristics described here are 

           representative of those an employee encounters while performing the essential 

           functions of  this job. Reasonable accommodations may be made to enable individuals

           with disabilities to perform the essential functions.

X.        SUMMARY OF OCCUPATIONAL EXPOSURE

            Classified by CDC as High Risk
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