
JOB DESCRIPTION 

POSITION: Licensed Vocational Nurse (LVN) 

REPORTS TO: Back-Office Supervisor 

FLSA STATUS: Non-Exempt 

JOB SUMMARY 
Helps provide quality care to patients by providing appropriate clinical and administrative assistance, 
while ensuring a steady patient flow.  

ESSENTIAL DUTIES AND RESPONSIBILITIES 

 Provide excellent Customer Service by greeting/treating all patients with pleasant demeanor. 

 Daily cleaning/stocking of exam rooms, all rooms and equipment are clean for each patient 
encounter. 

 Ensures that the HCC standards of care are met in each encounter with patient (and families.) 

 Maintain all clinical logs - update daily, weekly, and/or monthly. 

 Escalate patient grievances when appropriate. 

 Ensure all patient information is accurately entered and maintained within the eClinicalWorks 
EHR system in a timely fashion; data integrity! 

 Rooms patients, prepares tools and equipment for rendering provider, and performs blood 
draws, vaccinations and lab work. 

 Any additional medical or administrative duties as directed by your Supervisor or the Clinical 
Manager, in accordance to licensure. 

EDUCATION AND EXPERIENCE 

 Prefer College Degree 

 High school diploma or equivalent work experience mandatory 

 Licensed Vocational Nurse License issues by the State of California or National Registry is 
mandatory. 

 Bi-lingual English/Spanish mandatory 

 Current CPR/First Aid Certificates 

 Flexible schedule with the ability to work some evenings and occasional weekends. 

 This person exhibits exemplary conduct, composure, performance and attendance standards. 

 Minimum 3 years’ experience as a Licensed Vocational Nurse 

 Superior interpersonal skills, ability to communicate effectively to a variety of people in a busy 
medical setting. 

 Excellent communication skills –both verbal and written. The ability to express oneself clearly in 
writing and in person. 

 Intermediate/advanced computer skills.  
 

SALARY: Depending on Experience and Qualifications  
HOURS WORKED: This position works 40 hours, hours may be set as follows: 8am-5pm, 10am-7pm, or 
12pm-9pm Monday through Friday. 
 
 

Employee Name (Print, Sign and Date) 

Harbor Community Clinic 
593 W. 6th Street  San Pedro, CA  90731-3105   (310) 547-0202 
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