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POLK COUNTY CLASS SPECIFICATION

Community Health Nurse Supervisor 

Class Spec. Number:  648
Representation:  Non-Represented

FLSA Status:   Exempt

GENERAL STATEMENT OF DUTIES: Supervises the nursing programs and staff within Public Health. Performs administrative, management, and training duties. Works with the community to assess and coordinate programs. Serves as part of a multi-disciplinary supervisory team. Performs clinical duties of a Registered Nurse as needed.

SUPERVISION RECEIVED: Works under the general direction of the Public Health Manager who oversees application of program policies and practices.

SUPERVISION EXERCISED: Supervision of nursing staff, related paraprofessionals, volunteers, and practicum students. 

PRINCIPAL DUTIES: An employee in this class may perform any of the following duties. However, these examples do not include all the specific tasks an employee may be expected to perform.

1. Assesses the public health needs within the community and within appropriate groups. Plans and develops programs with a primary prevention and health promotion focus to meet those needs.
2. In concert with the Human Resources Department, interviews, hires, promotes, demotes, disciplines, or discharges.  Develops work plans, reviews performance, and prepares performance evaluations for staff. Orients staff to agency policies and programs.
3. Supervises nurses and other assigned staff. Supervisory duties include scheduling and directing work, coaching, appraising performance, and providing consultation to staff.

4. Analyzes services and health data and incorporates results into program planning and implementation. Participates in evaluation of activities. Documents results of and changes in program operations.

5. Establishes standards and directs nursing practices to ensure high quality professional service and compliance with the Nurse Practices Act.

6. Provides ongoing training resources for the nursing staff, reviews chart notes and inventory tracking procedures on a scheduled basis, and monitors policies/procedures to assure current compliance requirements.

7. Maintains records and required data collection systems for projects and writes required reports. Ensures all client assessments are completed according to schedule. 

8. Provides for staff development through in-service education programs, individual guidance, performance evaluation, and other staff development techniques.

9. Serves on multi-disciplinary management team to assist in planning and development of an integrated service system.  

10. Plans and exchanges information with other community health providers and other community agencies.

11. Prioritizes services and allocates staff accordingly.

12. Participates in budget, grant preparation, and expenditure monitoring.

13. Represents Polk County Public Health to community groups, other agencies, and the media. Provides education to the community on public health issues.

14. Administers nursing program areas including but not limited to communicable disease control, maternal-child health services, family planning services, emergency preparedness, jail health services, immunizations and HIV case management.  
15. Provide back up for clinical nursing staff as needed.

16. Performs related duties as required.

EMPLOYMENT QUALIFICATIONS:

Knowledge of: clinical nursing, public health, and nursing skills and practices; public health laws and regulations; public health programs; communicable disease; vaccines and immunization; epidemiology; emergency preparedness; correctional health; public health budgeting; child abuse dynamics; infant and child development; parent-child interaction; counseling; family systems; prevention strategies; resources available in Polk County; co-dependency issues; alcohol and drug abuse issues.

Ability to: teach and work with professional and lay groups; supervise nursing professional, technical, and para-professional personnel; plan, develop, and implement public health programs; supervise staff and build them into a team; communicate effectively verbally and in writing; organize time; oversee administrative details; work with culturally diverse populations; work as part of an inter-disciplinary team.

EDUCATION, EXPERIENCE AND TRAINING: Bachelor’s degree in nursing and three years experience in a public health or clinical setting; or any equivalent combination of experience and training. 

SPECIAL REQUIREMENTS: Possession of a current license to practice as a Registered Nurse in the State of Oregon at the time of appointment. Must possess and maintain a valid Oregon driver’s license and automobile insurance, and have access to and use of a personal automobile as a condition of employment.
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ESSENTIAL FUNCTIONS, PHYSICAL DEMANDS AND WORK ENVIRONMENT CHECKLIST

POSITION:            Community Health Nurse Supervisor
DEPARTMENT:   Public Health
	BODY MOVEMENTS
	Never 0%
	Rare

1-5%
	Occas. 6-33%
	Freq. 
34-66%
	Cont. 

67-100%
	
	PHYSICAL ENDURANCE
	Hours/Day
	Comments

	Bend/Stoop
	
	
	X
	
	
	
	Sit
	6-8
	Able to change pos. freq.

	Crouch/Squat
	
	
	X
	
	
	
	Stand
	2-7
	

	Kneel
	
	
	X
	
	
	
	Walk
	2-4
	On level surfaces

	Twist
	
	
	
	X
	
	
	Stand / Walk
	2-7
	On level surfaces

	Crawl
	
	X
	
	
	
	
	Overall Job Strength:
	Light Moderate
	

	Balancing
	
	
	
	
	X
	
	
	
	

	Walk-Level Surfaces
	
	
	
	X
	
	
	COMMUNICATION
	(Mark “X” if critical for job).
	

	Walk-Uneven Surfaces
	
	X
	
	
	
	
	Hearing
	X
	In person and phone

	Working at Heights
	
	X
	
	
	
	
	Vision
	X
	

	Climb-Ladder
	
	X
	
	
	
	
	Talking
	X
	In person and phone

	Climb-Stairs/Inclines
	
	
	X
	
	
	
	Writing
	X
	Reading.  Write legibly. 

	Additional Comments:

	
	
	
	
	
	
	Additional Comments:  
	
	

	MATERIALS HANDLING
	Never 0%
	Rare

1-5%
	Occas. 6-33%
	Freq.

34-66%
	Cont.

67-100%
	
	ENVIRONMENT 

AND EXPOSURES
	(Mark “X” if critical for job).
	

	Lift
	
	
	
	
	
	
	General Office 
	X
	And community

	Up to 10 lbs.
	
	
	
	X
	
	
	Noise Level
	X
	Ambient

	11-25 lbs.
	
	X
	
	
	
	
	Weather Conditions
	
	

	26-50 lbs.
	
	X
	
	
	
	
	Airborne Exposures
	
	

	51-75 lbs.
	X
	
	
	
	
	
	Bloodborne Pathogens
	X
	PPE Required

	Over 75 lbs.
	X
	
	
	
	
	
	1st Aid/CPR Certificate
	X
	Required

	Additional Comments:  

	
	
	
	
	
	
	OTHER JOB DEMANDS
	Yes/

No
	Comments

	Carry
	
	
	
	
	
	
	Independent Judgment 
	Yes
	Reactive and Proactive

	Up to 10 lbs.
	
	
	
	X
	
	
	Analytical Ability
	Yes
	

	11-25 lbs.
	
	X
	
	
	
	
	Active Listening
	Yes
	

	26-50 lbs.
	
	X
	
	
	
	
	Problem Solving
	Yes
	

	51-75 lbs.
	X
	
	
	
	
	
	Self Accountability 
	Yes
	

	Over 75 lbs.
	X
	
	
	
	
	
	Conflict Resolution
	Yes
	

	Additional Comments:  

	
	
	
	
	
	
	Positive Regard for Others
	Yes
	Team player, 
Congenial & respectful 

	Push
	
	
	
	
	
	
	Flexibility/Adaptability 
	Yes
	

	Up to 10 lbs.
	
	
	X
	
	
	
	Public Relations
	Yes
	

	11-25 lbs.
	
	X
	
	
	
	
	Attention to Detail
	Yes
	Accuracy required 

	26-50 lbs.
	
	X
	
	
	
	
	Time Management
	Yes
	Organizational skills 

	51-75 lbs.
	X
	
	
	
	
	
	Objectivity
	Yes
	

	Over 75 lbs.
	X
	
	
	
	
	
	Leadership Skills
	   Yes
	Supervision of personnel 

	Additional Comments:  Pushing/Pulling file drawers and file carts.

	
	
	
	
	
	
	Frequent 

Interruptions
	Yes
	

	Pull
	
	
	
	
	
	
	Study/Apply New Skills
	Yes
	

	Up to 10 lbs.
	
	
	X
	
	
	
	Computer Usage
	Yes
	Proficiency & competency 

	11-25 lbs.
	
	X
	
	
	
	
	Driving
	Yes
	

	26-50 lbs.
	
	X
	
	
	
	
	CDL Licensure
	No
	

	51-75 lbs.
	X
	
	
	
	
	
	
	
	

	Over 75 lbs.
	X
	
	
	
	
	
	
	
	

	Additional Comments:  Pushing/Pulling file drawers and file carts.

	
	
	
	
	
	
	Additional Comments:

	
	

	Upper Extremities
	
	
	
	
	
	
	Attendance/Punctuality:  Employee is expected to be at the assigned work site during his/her scheduled work hours.  
	
	

	Use of Hands
	
	
	
	
	X
	
	
	
	

	Grasp/Grip
	
	
	
	X
	
	
	Conflict Resolution:  Facilitation/mediation. 
	
	

	Pinch/Squeeze
	
	
	
	X
	
	
	
	
	

	Reach – Overhead
	
	
	X
	
	
	
	Required to respond to public health emergency and/or catastrophic event.
	
	

	Reach – Shlder Level
	
	
	X
	
	
	
	
	
	

	Use of Office Tools
	
	
	
	
	X
	
	Analyzed By:
	Matt Hawkins, Human Resources Director
	

	Computer Usage
	
	
	
	
	X
	
	
	Randi Phillips, Public Health Manager
	

	Additional Comments:  

	
	
	
	
	
	
	Date Reviewed:
	10/17/12
	


As part of the recruitment and selection process, I have been provided with the above list of essential functions and class specification. I certify that I have read and understand the essential functions of this position, and that I am capable of performing each one with or without accommodation. If I need an accommodation to assist in performing any function(s), I have made that known to Human Resources. I understand that if I were to need an accommodation to the essential functions in the future, I will contact Human Resources. I understand that falsification of this certification may constitute grounds for immediate discharge.

_______________________________                            _______________________________      

Employee’s Name   (Please print)                                      Employee’s Signature                                                        

_______________________________

Date

                                                               *   *  *  *  *  *  *  *  *  *  *

I certify that the selection process (minimum requirements, interview questions, practical exercises, etc.) to fill this position is based on the above essential functions and no other.

_______________________________                             ______________________________

Hiring Supervisor                                                               Date

_______________________________                             ______________________________

Human Resources                                                               Date

This entire document with original signatures is to be placed                                                                     in the employee's personnel file.

