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JOB DESCRIPTION

CLASSIFICATION: Exempt

POSITION TITLE: Nursing Supervisor
PROGRAM NAME/ West Salem Clinic
LOCATION: 1233 Edgewater St NW
EMPLOYMENT STATUS: Full Time

SUPERVISOR: Clinic Operations Manager
FUNCTION:

Responsible for general operation & oversight of nursing staff at Medical Clinics.

SUPERVISORY DUTIES:

Assigns work to nursing staff based on competency of staff and needs/acuity of patient.
Designs workflow systems to efficiently achieve departmental mission and objectives.
Follows up on problems to assure resolution. Delegates tasks that can be adequately &
efficiently accomplished by other staff. Coordinates work and vacation schedules with
lead nursing staff. Provides direction and answers staff questions. Coordinates department
meetings with staff on a monthly basis or as needed. Involves staff in development and
implementation of process improvement. Monitors staff compliance with policies,
procedures and standards of Northwest Human Services. Provides staff access to
educational opportunities, identifying job performance training needs and mandatory
requirements. Collaborates with ancillary staff to process patients based on providers’
schedule and patient acuity and staff competency. Oversees subordinate-nursing staff’s
provision of patient care. Provides direction to staff to maintain smooth patient flow.
Plans and organizes clinical supplies, equipment and furnishings to maintain a safe
patient environment.

GENERAL DUTIES:

1  Performs duties assigned by the Clinic Opertions Manager.
2 Meets established timelines.

3 Meets established attendance criteria and starts work promptly.
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Knows and consistently implements all approved policies, protocols and procedures.

Regularly supports compliance and accreditation efforts as assigned including, but not
limited to OSHA, Joint Commission and HIPAA.

Consistently supports the organization's mission as defined by the Board of Directors and
the Executive Director.

Participates in required meetings and events.

With the immediate supervisor, sets and achieves annual goals for job performance
improvement.

Monitors the entire work environment, ensuring the entire facility, indoors and outdoors,
is kept as clean and orderly as possible.

Effectively participates as a member of the team and promotes teamwork.
Consistently demonstrates good use of time and resources.

Consistently interacts with clients and staff in a professional manner that reflects favorably
on the organization and that is conducive to high productivity.

SPECIFIC DUTIES: (The first five are Core Competencies)
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Monitors staff conformity to policies and procedures.

Conducts application screening and interviews to fill staff vacancies in keeping
with Human Resources guidelines.

Participates as an active member of the supervisory team.

Adpvises Clinic Director regarding personnel actions including evaluations,
promotions, discipline, and dismissals.

Participates in provider, quality assurance, supervisor, JCAHO, and all staff
meetings.

Participates in development and implementation of appropriate standards of care,
QA indicators, and protocols for departments supervised, including, but not limited
to, JCAHO and HIPAA standards.

Monitors employees orientation to assure familiarity with job requirements,
relevant policies & procedures, proper use of tools & equipment, productivity
expectations, safety practices, etc.

Monitors that facility, equipment and supplies are maintained in good working
order.

Promotes intra- and inter-departmental cooperation and positive morale. Uses
conflict management techniques between subordinate employees and others within
or outside the workgroup.

Solicits advice and guidance on technical issues from staff specialists in Human
Resources, Accounting, Information Services, etc.

Manages departmental change to reduce adverse impacts on customers and
employees and to smoothly facilitate the desired result.
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