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           NORTHEAST VALLEY HEALTH CORPORATION 

POSITION DESCRIPTION 
 

 
 
 
TITLE: Registered Nurse Triage DEPARTMENT: Nursing 

EX/NONEX: Exempt REPORTS TO: Registered Nurse Coordinator or 
Clinic Administrator 

UNION STATUS:   Yes       No SECURITY USER 
GROUP: 

Clinical/Tech Staff 

DATE: 02/23/2015 JOB CODE: S-311 

 
SUMMARY 

 
Under the direction of the Registered Nursing (RN) Coordinator, the Registered Nurse (RN) Triage 
organizes the provision of Nursing Care Services, with particular attention to Triage Services, accordance 
with Federal, State, Agency and various programmatic regulatory requirements.  The RN Triage is 
responsible for direct observation and interpretation of data to formulate a nursing diagnosis through 
observation of the client’s physical condition and behavior and through interpretation of information 
obtained from the client and others, including the health care team. 
 
 
 ESSENTIAL DUTIES 

 
1. Organizes and renders nursing triage services, both by telephone and face to face, for all adult 

and pediatric patients requiring clinical services who do not have scheduled appointments.   
 

a. Ascertains the type and severity of the illness of the patient by obtaining a history of present 
illness, asking clarifying questions, and performing a brief physical examination as needed 
based on patient complaints.  

b. Performs vital signs including Pulse Oximetry to develop nursing assessment 
c. Makes a nursing assessment using best-practice guidelines and clinical judgment skills. 
d. Formulates a care plan, in collaboration with the client and Provider if need be which ensures 

that high quality patient care, health education and follow-up disposition as needed. 
e. Discusses care plan with patient and family and ensures understanding of the plan including 

any follow-up needed.  
f. Uses appropriate nursing judgment to refer those patients requiring medical intervention to 

the services of an appropriate medical provider for same day visit or depending on acuity 
within a reasonable timeframe based on patient symptoms.  

g. Uses appropriate nursing judgment to refer those patients requiring emergency medical 
intervention to a local hospital emergency room and/or determine appropriateness of calling 
911.   

h. Works under NEVHC standardized procedures to dispense fever reducing medications per 
protocol when patient’s medical condition warrants such. 

i. Evaluates the effectiveness of the care plan through observation of the client’s physical 
condition and behavior, signs and symptoms of illness and reactions to treatment and 
through communication with the client and health team members and modifies the plan as 
needed. 

j. Acts as the client’s advocate, as circumstances require, by initiating action to improve health 
care or to change decisions or activities which are against the interests or wishes of the 
client, and by giving the client the opportunity to make informed decisions about health care 
before it is provided. 

k. Using appropriate nursing judgment, determines those patients whose illnesses require 
nursing intervention only, and, in accordance with Federal, State, Agency and various 



 
REGISTERED NURSE TRIAGE  2 

programmatic regulatory requirements, renders the appropriate nursing intervention and 
instructions to the patient. 

l. Documents the above actions correctly into the patient’s electronic medical history and 
appropriately for each patient triaged. 

 
2. Participates in the NEVHC Quality Improvement Committee to develop and implement a nursing 

quality improvement component to monitor the delivery of nursing triage services in accordance 
with the established standards and procedures. 

 
3. Assists in the development of and implementation of protocols and procedures as it pertains to 

triaging of adult and pediatric patients.   
 

4. Assists in the training of staff to implement patient triage and scheduling system. 
 

5. Functions as needed as a clinical nurse for the provision of providing nursing support, patient 
education, counseling services.   

 
6. Delegate tasks to subordinates based on the legal scope of practice of the subordinates and on 

the preparation and capability needed in the tasks to be delegated and effectively supervise 
nursing care being given by subordinates. 

 
7. Attends meetings as assigned. 

 
8. Assists with the implementation of clinic policies and procedures within the nursing department, 

working in concert with other staff to resolve intra-departmental issues, recommending changes 
in policies and procedures as needed. 

 
9. Performs supervisory duties including: 

a. Assigning and reviewing work for accuracy, completeness, service standards and compliance 
with program requirements 

b. Providing training and guidance to less skilled/experienced staff 
c. Encourages further education, participation in seminars and provides learning opportunities 

within the department 
 

10. Develops and maintains clinical nursing judgment skills through seminars, workshops or other 
forms of training/education; complies with all mandatory training requirements. 

 
11. Participates as a member of NEVHC’s management team; promotes the Clinic’s goals and 

philosophies to staff; participates in committees; and actively cooperates with others in support of 
the Clinic’s goals.  

 
12. Develops and maintains a working knowledge of NEVHC’s policies and procedures; interprets 

policies and procedures for others. 
 

13. Processes invoices, check requests and other documents for submission to the Fiscal Division; 
ensures all expenses are properly documented and approved. 

 
14. Researches, gathers and analyzes data and prepares reports for review and action by managers. 

 
15. Participates in and complies with all NEVHC mandatory trainings including the following: 

a. Infection Control Program 
b. Environment of Care Management Plans and Emergency Management Program; and 

participates in emergency response activities as directed 
c. Corporate Compliance Program 
d. Code of Conduct 
e. Risk Management & Compliance 

 
16. Participates in hazardous waste and infection control assignments as required which may include 

being designated as an emergency responder to a hazardous substance release or spill; 
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performing infection control data collection, evaluation, reporting and follow-up in accordance with 
clinical health services policy and procedures. 

 
17. Utilize the CARE Communication model to provide impressive service 

a. Connect with our patients and their families 
b. Appreciate what our patients and families say and acknowledge their situation 
c. Respond in ways that would be helpful to the patient and their family 
d. Empower patients and families to have confidence in their ability to contribute to their health 

and healthcare. 
e. Apply the same principles to internal and external customers. 
f. Support the NEVHC Guiding Principles. 

 
18. SAFETY: Participates in all safety programs which may include assignment to an emergency 

response team. 
 
19. If in a supervisory or managerial role, handles Human Resources issues. 
 
20. It is the responsibility of every employee to understand how the Joint Commission’s National 

Patient Safety Goals relate to their job duties at NEVHC. It is the responsibility of every employee 
to report any patient safety concerns to their immediate supervisor without fear of reprisal. 

 
21. Must demonstrate the knowledge and skills necessary to provide care for the specific population(s) 

served. (Refer to HR Policy # 149) 
 

22. All work duties performed are as a component of a multidisciplinary team with each member 
working within their scope of practice, competency level and to the fullest extent possible. 
 

23. Offer impressive communication with all patients/families, colleagues and customers using the 
CARE (Connect * Appreciate * Respect * Empower) principles. 
 

24. Specific care team duties include:   
a. Participating in huddles and/or review of daily schedules to prepare for the needs of 

patient/families appointments and management of their medical visit as needed. 
b. Participate in performance improvement activities using data for clinical and operational 

outcomes. 
c. Work in a collaborative manner with all team members within the specific discipline of care 

as well as with other. 
d. Participate in trainings focusing on population management, evidenced-based approaches 

to self-management. 
 
 

SECONDARY DUTIES 
 

25. In the absence of the Registered Nurse Coordinator performs the following duties: responsible for 
the supervision of the nursing staff, with input into the annual evaluations, training, scheduling, 
delegating work, and taking disciplinary actions, when needed in the event of absences or heavy 
workloads. 

 
26. In the absence of the Registered Nurse Coordinator performs the following duties: assures 

compliance with nursing procedures relating to CHDP, Baby Tracking, Immunization Program, 
BCCCP Program Indicators (e.g. pap follow-up, immunizations, anemia screening, nursing 
hypertension protocol).  Conducts audits and reviews to monitor compliance in the event of 
absences or heavy workloads. 

 
27. In the absence of the Registered Nurse Coordinator performs the following duties: maintains 

patient follow-up procedures, including broken appointment and abnormal lab follow-up 
procedures and immunization tickler/tracking system in the event of absences or heavy workloads. 
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28. Performs related duties as required. 
 
 
 SUPERVISORY RESPONSIBILITY 
 
The employee has no supervisory responsibility unless there is an absent Registered Nurse Coordinator. 
And then would have responsibility to manage the staff of 10 to 20.  
 
The employee has no formal supervisory responsibility but as a senior member of the staff is expected to 
provide leadership, support and guidance to others within their areas of expertise. 
 
 

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. 
 
The employee is in a non-confined office-type setting in which he or she is free to move about at will. The 
environment for this position is mostly clean and comfortable but may include some minor annoyances such 
as noise, odors, drafts, etc.  
 
The employee may occasionally be exposed to emotionally upset patients and family members.  
 
 

PHYSICAL ACTIVITY 
 
In the course of performing this work, the employee: 
 

a. Will spend substantial time sitting, speaking and listening, standing and limited walking. 
b. May stoop and reach to file documents.  
c. May lift up to 15 lbs. periodically.  
d. May read, write and type. 
e. May occasionally climb or balance, stoop, kneel, crouch or crawl.  

 
When performing patient care: 
 

a. May occasionally lift/carry items weighing up to 100 pounds.   
b. Will perform duties requiring a full range of body motion including handling and lifting 

patients,  
c. Will utilize manual dexterity and eye-hand coordination.   
d. Will experience frequent exposure to potentially infectious agents, communicable 

diseases, toxic substances, medicinal preparation and other conditions common to a 
physician's office.   

e. Will need normal/corrected vision and hearing within normal range.  
f. May work under stressful conditions and/or work irregular hours. 

 
 

EQUIPMENT & SOFTWARE 
 
The individual in this position may operate any or all of the following: 
 
§ Telephone, cellular telephone and fax 
§ Computer, printer and related equipment 
§ Copy machine 
 

Computer software may include any or all of the following: 
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§ Microsoft Office including Word, Excel, PowerPoint and Outlook 
§ Electronic Health Record System  
§ Electronic Practice Management system 
§ Knowledge of electronic health interfaces such as:  CAIR, i2i, RPS, MedPoint Referral Tracking 

system 
 
When working in patient care, the employee will use various personal protective clothing and equipment and 
utilize the full range of items associated with medical care in an outpatient clinic including blood pressure cuff; 
non-sterile gloves and other personal protective equipment; thermometer, scale, stethoscope, and EKG 
machine; venipuncture, audiometry and spirometry equipment; routine lab’ testing supplies and equipment, 
and similar 
 
 

MENTAL DEMANDS 
 
The employee in this position must be able to accommodate any/all of the following: demanding patients, 
constant distractions, interruptions; and uncontrollable changes in priorities/work schedules.  
 
 

HIPAA Privacy Standards Compliance 
 
While not all staff have access to or involvement with clients or their families, all staff is required to be 
HIPAA compliance. All items listed below are a condition of continued employment: 

 
The employee will: 
 
§ Not use or disclose protected health information about any member or other party in compliance 

with NEVHC policies related to state or federal laws such as Health Insurance Portability and 
Accountability Act (HIPAA). 

 
§ Use appropriate safeguards to protect the confidentiality of such information. 

 
§ Report to management any use or disclosure of protected health information not permitted by 

NEVHC policies related to state or federal laws such as HIPAA. 
 
§ Participate in training or briefings on HIPAA information as scheduled. 

 
§ Consult with supervisor on any issues or questions about compliance under NEVHC policies related 

to state or federal laws such as HIPAA. 
 
 

POSITION REQUIREMENTS 
 
These specifications are general guidelines based on the minimum experience normally considered 
essential to the satisfactory performance of this job.  Individual abilities may result in some deviation from 
these guidelines. 
 
To perform effectively in this position, the employee must have: 
 

1. Must be a graduate of an accredited school of nursing with a valid and current California 
Registered Nurse license to practice. 

 
2. Two years clinical experience as a registered nurse with a minimum of one year of triage 

experience. 
 

3. Must demonstrate through written and/or oral testing, the knowledge and skills necessary to 
provide care appropriate to the age of the patients served and has knowledge of the principles of 
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growth and development over the life span.  Able to identify and categorize each patient’s age 
specific grouping of needs, such as those for infant, adolescent, adult or geriatric patients. 

 
4. Thorough working knowledge of business English, spelling, punctuation, and contemporary 

general office practices and procedures. 
 

5. Math skills sufficient to calculate medication dosage, read measurements to prepare medications 
and complete vital signs.  

 
6. Basic leadership skills. 

 
7. Computer skills in Microsoft Office programs (Word, Excel, etc.), electronic health record 

systems, and database systems. 
 

8. Typing/data entry skills sufficient to meet production requirements. 
 

9. Effective verbal and written communication skills to communicate clearly and effectively with 
patients and others.  

 
10. Very effective oral and written communications skills including public speaking experience. 

 
11. Effective work organization skills.  

 
12. Ability to work effectively as a team player. 

 
13. Ability to be flexible and work in a changing environment which may include Saturday’s and 

weeknights.  
 

14. Sensitivity to the different cultures represented among members and staff. 
 

15. Demonstrated ability to listen and communicate with others in a professional and caring manner 
including sensitivity with individuals from diverse cultures and lifestyles. 

 
16. Demonstrated ability to set priorities for tasks to work effectively in spite of interruptions and 

under minimal supervision.   Self-starter, reliable and dependable.   
 

17. Demonstrated proficiency with the electronic health record database within three months of 
attending training session(s).    

 
18. Fluency in English (speaks, read and write). 

 
19. Fluency in Spanish (speak, translate, read and write) is required. 

 
20. Ability to solve problems and make routine recommendations. 

 
21. Ability to maintain absolute confidentiality about health care and other patient/client information. 

 
22. Current California driver’s license, appropriate insurance coverage and a driving record acceptable 

to the NEVHC’s insurance carrier (if required to drive on the job).   
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Typically these skills and experience result from completion of a related degree Nursing degree and 
licensure, plus several years of similar experience demonstrating growth and advancement.  
 
The employee must be able to perform this job safely, without endangering his/her or others, health or 
safety. 
 
 

ACKNOWLEDGEMENT 
 
I have been given a copy of this position description.  I understand that I may be asked to perform 
responsibilities and duties not listed in the description and that my duties may change at any time, 
according to NEVHC’s needs. Nothing in this position description is intended to create a contract of 
employment of any type.  Employment at NEVHC is strictly on an at-will basis. 
 
 

Employee Name (please print) 
 
 
 

Employee Signature Date 

 
I certify that I have discussed the position description with the employee.   
 

Supervisor Name (please print) 
 
 
 

Supervisor Signature Date 

 
cc:  Employee 
 Employee’s File 
 Supervisor 

 
 
 
 


