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Division Nursing

Job title: Clinical Coordinator Position No. 4
© Grade 10
Department Location Code Effective date | Revision
Medicine Floors 5-6-7 340 January, 1970 |

Job functions:

Duties and
responsibilities:

The following description covers the most significant duties performed but
does not exclide other occasional work assignments nct mentioned.

Within the structure of the division of nursing, in accordance with the ob-
jectives and policies of the department and of the hospital, under the normal
supervision of the department head, is delegated authority and responsibility
to provide safe, efficient, and therapeutically effective nursing care for pa-
tients through directing, guiding, and evaluating plans and implementation
of care plans with members of the nursing staff; assist in the determination
of quality and gquantity resources for programming of nursing services.

Interview, assess, and determine care needs of patients in consultation
with physicians and other health professionals, instruct supervisor and team
leaders in skills of plan of care for patients with complex health problems.
Work closely with physicians and other professional personnel to improve
patient care standards and nursing practices. Make clnical rounds with
physicians, supervisors, and team leaders within designated units; ensure
complete and appropriate follow-up to increase effectiveness of nursing
services to individual patients through direct examples and instructions. Act
as a.role model for effective management of patient care and communica-
tions, and designing nursing care plans involving a spectrum of components,
assessment, and plan of action. Teach patient on good health habits.

Observe and participate in the measurement of the quality of care by
means of audits and survey studies and effective utilization of personnel
and equipment. Review and evaluate current nursing practices and recom-
mend changes in policies and procedures through appropriate channels.

Assist and participate In in-service training and staff development pro-
grams of personnel in designated units and other nursing grouds. Direct and
instruct personnel in the units on procedures, techniques, and safety preca-
utions. Assists department head and supervisor in counseling and performance
of personnel. Participate in programs and procedures to reducs errors in
patient care.

Participate in nursing service and hospital committees and councils. Assist
department head in preparation of fiscal budget and initiation of controls in
the utilization of human and material resources.

In absence of department head, may assume delegated responsibility.
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Perform other duties as assigned or directed by the department head.
Eduocation: Broad knowledge and skills in nursing practices and management of patient
cate and completion of a master's degree program with a major in medical
and surgical nursing. State licensure to practice nursing.
Experience: Over 4 and up to 5 years, of which 2 years ave in clinical supervision
in general and complex medical nursing of adult patients or some experience
as a clinical instructor in this specialty or in surgical nursing.

Division Nursing
Job title: Clinical Supervisor Position No. 4
Grade 9
Department l Location ' Code Effective date Revision
Medicine ; Floor 5 ! 340 August, 1968

Job functions: Within the framework of the established statement of ohjectives of the
division of nursing and of the hospital, and under normal supervision of the
department head, the supervisor is responsible for the overall management
of nursing care and services of patients rendered by the work group assigned
to the area in consultation with the clinical coordinator; assists in determi-
ning the kind and amount of manpower required, evaluating the quality of
care, céordinating supportive services for patient care, and providing a safe
environment conducive to high employee performance resulting in effective
patient care.

Dauties and  Interpret hospital policy to patients and personnel. Guide, direct, and eva-
responsibilities: luate perforrﬁance of personnel; present suggestions to improve patient ser-
vices. Initiate, direct, and evaluate the team (unit) management svstem by
sharing authority and responsibility with team leaders. Interview patients
and families in assisting team members in developing a plan of care based
on nursing assessments. Make rounds with team members and physicians to
_ determine an effective nursing care approach to patient needs and problems.
Review nursing care plans to maintain the ongoing nursing process, which
includes assessment, intervention, and evaluation of patient care. Consuit
with clinical coordinator relative to specific nursing problems and special
needs of patients. Offer guidance at nursing team conferences, seek gunidance
from medical saff, social service, and dietary supervisors.

Direct, assist, orient, train, and instruct nursing personnel as to procedu-
res, methods, technigues, and safety precautions. Observe and guide personnel
to ensure the continual adherence to established procedures and methods in
the execution of nursing services. Maintain discipline, morale, and harmonious
personnel relations. Evaluate employee performance and make necessary
recommendations regarding each individual worker to the department head.
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Assume responsibility for equitable scheduling of personnel during each
24-hour period for each week, in accordance with approved staffing pattern;
supervise and control Working time of each worker and overall record main-
tenance; and oversee the work of the clerical staff assigned to nursing teams.
Conduct staff meetings on patient care and personnel issues.

Communicate recommendations concerning supply and equipment problems
and needs to materials-management supervisor. Participate in preparation of
fiscal budget concerning man-hour and material resources.

Participate in hospital studies; plan, organize and participate in orientation
and inservice training programs for staff members. Coordinate unit activities
with those of students and faculty and offer suggestions to improve the

learning experiences of students when in the area. Participate in supervisory
operational staff meetings to improve the quality of care and reduce costs.

Perform other duties as assigned or directed by the department head or
delegated representative.

Education: Extensive knowledge in general medical and surgical nursing and capacity
and skills in managing people and things. Completion of at least a baccala-
ureate degree with a major in nursing. Licensed in the state to practice as
a registered nurse.

Experience: Over 2 and up to 3 vears, with the majority of this time spent in medical
rmursing of the adult patient.

Division Nursing
Job title: Department Head Position No. 3
Grade 12
Location : . ..
Deps_,rtcment ‘ Central wing Code Effective date Revision
Medicine f 11 sections 346 January, 1971

The following description covers the most significant duties performed but
does not exclude other occasional work assignments not mentioned.

Job functions: Within the framework of the division of nursing and its objectives and
those of the hospital, under the normal supervision of the director of the
division of nursing, is delegated authority and responsibility for the manage-
ment of all phases of nursing care and services and for coordination and
evaluation activities performed by the personnel within the department.

Duties and Interpret, organize, and direct a sound plan of organization and communi-
responsibilities: cation system in accordance with established policies and objectives of the
department. Assume responsibility for optimum coordination of systems.

Guide and evaluate the work of clinical nursing coordinators, supervisors,

and team members through clinical rounds and conferences with hospital

medical staff members to implement methods of effective patient care services.
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Education:

Experience:

Propose improvement of patient care services to the director of the division
of nursing. Direct and evaluate nursing care plans for patients and execution
of nursing services through analyses of data and reports.

Inform and instruct supervisory staff members concerning hospital projects
or studies to be conducted within the department. Review, interpret, consult,
and advise on expenditure costs. Prepare, review budget with director of
the division of nursing. Review and evaluate departmental requests. Consult
with physicians in the development of new techniques and procedures and
in the resolution of ongoing problems of patient care.

Participate in the coordination and implementation of training and other
programs associated with the department. Interview and select personnel for
each section and unit following approved hospital procedures and make
necessary recommendations.

Review, support, promote, and interpret hospital policies and regulations.
Present policies and issue directives for procedures and practices in the nur-
sing units for approval. Assist in evaluation and revision of policies and
standards of nursing practice, procedures, and regulations to meet changing
needs.

Plan, attend, and conduct conferences, meetings, and related special func-
tions. Research new nursing techniques and mew concepts of comprehensive
health care.

Perform other duties as assigned or directed by the director of the division
of nursing.

Broad knowledge in management of nursing services and completion of a
master's degree program with a major in medical-surgical nursing. State
licensure to practice nursing.

Over 4 and up to 5 years, of which 2 years are spent in clinical supervi-
sion in medical-surgical nursing care.

Nurses should take a more active part in determination of job descriptions
based on realistic activities that must be carried on by various categories of
workers. The demands of the situation in which the nurse-leader is to func-
tion influence the qualities, characteristics, knowledge, and skills necessary
for succcessful nursing leadership. Nurses cannot continue to carry out care
plan duties and responsibilities only occasionally, The present pattern of
nursing activities must be examined to determine which currently performed
duties are no longer relevant; determine which duties now considered routine
should be more selectively assigned; and determine those which can be
allocated rountinely to auxiliary nursing personnel as members of the nur-
sing team. Supervisors should see that their job description provides time to
think, plan, and assist in studies and innovating new methods. The job

ist7ls ®|233 M| 5 5(11,1285) 53 H128= 49



description of the nurse-leaders ‘should highlight these high-priority duties
such as guiding and counseling patients and personnel.

Division Nursing
Job title: Staff Nurse II (Team Leader) Position “No. 30
Grade 8
Department Location Code Effective date Revision
Medicine Floor 5 205 July, 1969

Job functions:

Duties and
responsibilities:

The following description covers the most significant duties performed but_
does not exclude other occasional functions and duties not mentioned. =

Under the supervision of the clinical supervisor or delegated representative,
is delegated authority and responsibility for the management of nursing care
and services for a specified group of patients, with the assistance of a group
of nursing service personnel; coordination of supportive services for the pa-
tient; and effective and efficient performance of them members in the proper
and economical use of equipment and supplies.

Interview and observe patients, consult with physiclans and family for
information necessary to plan nursing care and services for each individual
patient. Take nursing history, make nursing care diagnosis, prescribe the
needed nursing care on Kardex and verbally to supervisor and others as
necessary. Instruct clerk to initiate clerical duties, determine current essential
priorities of care, including administering of medications, treatments, and
care to meet the medical plan of care and other needs of the patient. Seek
guidance of clinical coordinator.

Make out assignment of duties to members of the team, indicating priori-
ties in a time sequence of duties and those supportive services to be rendered
to each patient: consult with supervisor for guidance concerning estimated
additional or fewer manhours and coordination of worker's activities.

Review and inform team members of their assignments, make rounds with
supervisor and physicians and social service and dietary supervisors to
secure guidance in meeting complex problems: review and evaluate nursing
care plans; observe activities of team members; conduct nursing team con-
ference and revise nursing care plans; communicate to oncoming team member
at change of tour,

Assist bhysician and team members with complex patient care treatments.
Perform nursing care; demonstrate and teach members how to apply tech-
niques and principles in the care of particular patients. Instruct patients on
aspects of health care preveniion and control of health problems.

Assist in interpretation and implementation of hospital policies and objec-
tives of patient care, Participate in performance appraisal of group members
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and encourage and guide them.
Participate in nursing service studies and committees for improvement of.
nursing care.
In absence of the clinical supervisor, may assume delegated responsibilities..
Perform other duties as assigned or directed by the clinical supervisor.

Education: Graduate of a diploma program with advanced formal preparation, or a.
baccalaureate degree with a major in nursing and with specialized training
as a team leader and in supervision. State licensure to practice nursing.

Experience: 2 years’ exderience with 1 year as a staff murse in medical-surgical nur-
sing of adult patients.

Division Nursing
Job title: Nurse's Aide . Position No. 334
Grade 3
Department Loecation Code ' Effective date Revision
Medicine Floor 5 345 July, 1972

Job functions:

Job duties:

Education:

Experience;

Under normal supervision of staff nurse perform various routine duties as
member of work group to assist nurses as required in treatment and care
of patients, cleaning of utensils and areas, and performance of other duties
following established methods and procedures.

Maintain safe, clean physical environment for patients. Prepare patients
for meals and help feed patients when needed. Handle and care for patients’”
clothing and other personal items on admission, transfer, or discharge.
Perform simple nursing care and treatments for patients, including such-
activities as enemas and surgical skin perparations. Under supervision,
perform general care activities for patients in isolation. Bathe, dress, and:
undress patients, transport patients to and from various areas. Provide for-
excretory needs of patients; prepare and collect specimens and transport.
them if necessary,

Perform required clerical routines. Aid in meeting diversional needs of”
patients as member of team. Report any changes observed in patient’s con-
dition and behavior; report equipment out of order and management problems.
to staff nurse or supervisor; provide information or refer. Clean equipment,
prepare for disinfection,

Perform other duties as assigned by staff nurse acting as team leader.

Involves knowledge of techniques and procedures in aiding other mermbers.
of the nursing work group and physicians with patients. High school educa-
tion plus completion of 4-week in-service training program.

Over 2-and up to 3-month probationary period on job.
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