
Licensed Vocational Nurse Supervisor 
 

Do you have a passion for helping the underserved in your community? Are you a team player 
with a good attitude ready to step into a challenging position? Do you have impeccable 
communication and organizational skills to contribute to an amazing team? If you are an 
experienced Licensed Vocational Nurse (LVN) Supervisor and you answered yes to these 
questions, then The Children’s Clinic has a great employment opportunity for you.  
 
The Children’s Clinic, “Serving Children and Their Families” (TCC) has long recognized and 
actively addressed the influence of social determinants of health on our patients and families. 
TCC is committed to eliminating barriers to care, to improve health and lower health systems 
costs by expanding cost-effective, meaningful and innovative health care programs that work.  
 
The Children’s Clinic, "Serving Children and Their Families" (TCC), was founded in 1939 by a 
group of physicians and community leaders who recognized the importance of access to health 
care for all children, particularly those who are from low-income families and who are at risk for 
health problems. Since then, TCC has grown from offering weekly well-child care to daily, full-
service health care with primary care services for children, adolescents, and adults. TCC is 
known as a unique leader in the greater Long Beach community, addressing disparities in health 
by providing quality care for the under-served of all ages, offering them a true “medical home”.  
 
Our Mission:  
 
The Children’s Clinic, “Serving Children and Their Families” (TCC) is guided by our mission “to 
provide innovative, integrated, quality health care that will contribute to a healthy community, 
focusing on those in need and working with patients and the community as partners in their 
overall well-being.” 
  
Position Summary: 
  
The principal function of the Licensed Vocational Nurse Supervisor is to provide safe patient 
care by assisting Clinic Providers with treatments, procedures and clerical duties as defined in 
the Licensed Vocational Nurse Scope of Practice. Supervise Medical Assistant Staff and oversee 
day to day operations of Back Office at a designated site. The Licensed Vocational Nurse will 
demonstrate competence in patient care for infants, children, adolescents, and adult patient 
population. The LVN will ensure the delivery of quality patient care and the efficiency of patient 
flow. 
  
Essential Job Functions: 

 Ensure the delivery of quality patient care and efficient patient flow. 
 Supervise Medical Assistant Staff. 
 Oversee day to day operations of Back Office at a designated site. 



 Maintain regulatory compliance of all nursing activities by working collaboratively with 
the Director of Nursing and Clinic Manager. 

 Prepare schedules for back office staff. 
 Oversee staff compliance with designated work start and stop time and break times. 
 Review and approve timesheets, on TCC’s payroll system (ADP), for accurate submission 

to payroll. 
 Conduct employee performance evaluation. 
 Ensure Medical Assistants follow TCC policies and procedures and take appropriate 

disciplinary action when regulations are not followed. 
 Evaluate minimum competency of MAs in the following areas annually, in collaboration 

with the Director of Nursing: 
 Vitals 
 Injections Technique 
 Vaccine Dosage 
 Audiometry 
 Snellen 
  Obtaining specimens such as urine and blood 
 Operations of Clinic Equipment, Hemocue, Blood Glucose, Urine Analyzer, Pulmoaides, 

Pulse OX Meters, Blood pressure monitors, thermometers- oral, rectal, and tympanic. 
 Completion of CHDP forms according to age. 
 Serve as a point of contact for Back Office staff with questions, issues or patient related 

conflicts. When unable to address issues independently bring them to the attention of 
the Clinic Manager and/or Director of Nursing. 

 Assess sick patients who walk in, and arrange for their care using TCC’s Red Flag 
Guidelines. 

 Respond to all “Nurse Needed Stat” overhead pages. 
 Perform catheterization as needed. 
 Give intradermal - intramuscular injections, as well as oral medical and inhalation. 
 Prepare patient for, and assist provider, in examination and treatment of patients. 
 Perform direct patient care as identified by the Licensed Vocational Nurse Scope of 

Practice. 
 Obtain vital signs, vision chart tests, and audiograms, and record the information in the 

electronic medical record (EPIC), as needed. 
 Take medical history, check information in the electronic medical record (EPIC) for 

completeness, review medication lists and record the patient complaint, as needed. 
 Conduct specified in-house laboratory tests in accordance with TCC procedures, as 

needed. 
 Enter clinical data and finding in the electronic medical record (EPIC), in compliance with 

standards and systems, as needed. 
 Report significant physical findings to the provider and document finding in the 

electronic medical record (EPIC). 
 Perform Veni-puncture to obtain blood specimen, knowledge of specimen requirements 

and supplies utilized for specimen collection. Follow Laboratory Guidelines for Collection 
Requirements. 



 Dress wounds and incisions, interpret physician’s instructions to patients, assist with 
emergencies, and perform related tasks. 

 Ensure medical and office supplies are ordered. 
 Ensure vaccines are ordered and an inventory system maintained. 
 Maintain the expiration update on all medications and lab supplies and discard per TCC 

protocol when necessary. 
 Oversee the maintenance of various medical, laboratory, medication, and quality 

improvement logs. 
 Assist in compiling statistics used and presented to staff, board members, community 

members, and funding agencies. 
 Supervise back office handling of clerical duties such as faxes, phones and photocopies. 
 Follow infection control policies and methods. 
 Ensure exam rooms are cleaned after each patient visit. 
 Motivate medical assistants to want to deliver excellent customer service. 
 Participate in the orientation and development of students and new staff. 
 Attend All Staff meetings, committees, and training sessions as directed by supervisor. 
 Learn about special programs and community clinic jargon such as FQHC, CHDP, Family 

Pact, CCS, MLK, HWLA, CCEP, MediCal, MediCare, IPA, HMO, PPO, and Private Insurance 
to insure usage of correct coverage for ancillary services as needed. 

 Assist the Billing department by directing the completion of various forms for timely 
claim submission. 

 Document care in the electronic medical record and other pertinent data in 
standardized format per clinic procedures. Maintain strict patient confidentiality in 
accordance with HIPAA policies. 

 Ensure Medical Assistants maintain strict patient confidentiality in accordance with 
HIPPA guidelines. 

Education and Qualification Requirements: 

 High School diploma or equivalent 
 LVN License to practice in the State of California 
 Minimum of two years of experience in an outpatient setting 
 Supervisory experience preferred 
 Ability to communicate well, verbally and in writing 
 Excellent interpersonal skills 
 English and Spanish preferred 
 CPR/BLS certification 
 Phlebotomy certificate 
 Successful completion of clinical competency, including special care and management of 

equipment. 
 Proficient clinical skills – catheterize, injections, vitaling, and rooming patient 
 Computer skills including Microsoft Word, Microsoft Excel, Internet, and Practice 

Management Systems 
 Electronic medical record experience, specifically EPIC, preferred 



 Ability to problem solve and prioritize tasks 
 Proven reliability, trustworthiness, flexibility, and high ethical standards 
 Ability to handle multiple tasks and work effectively with minimal supervision 
 Interest in working with diverse ethnic groups 
 Successful completion of TCC orientation and 90-day probation period 

Technical Requirements:  Frequent use of medical and laboratory equipment, telephone system 
and office equipment i.e., computer, printer, FAX machine, copier, and general office 
supplies.  Occasional use of wheelchair, gurney and other patient assisted devices for transfers. 
Mental: Duties require attention to detail, alertness, problem solving, tolerance to stress and 
exercising sound judgment.  Also requires mathematical ability, scientific logic, abstract thinking 
and intuitive sense.  
Communication Demands:  Frequent talking to the public, clinic staff, and patients. Talking on 
the telephone; training/giving instructions; receiving instructions and writing and composing 
written language (English).  Ability to work with diverse individuals and target groups such as 
mentally-ill, alcohol and substance abusers, and homeless individuals. 
 
Physical Demands: 
 
Frequent standing, walking; handling; eye-hand-foot coordination. Frequent typing, pulling, 
pushing, and reaching. Occasional sitting when charting, completing forms and lab requests, 
transcribing orders and reading reports; driving automobile; climbing/balancing on a step stool 
to reach supplies/equipment in cupboards/cabinets; climbing stairs; occasional stooping; 
kneeling, crouching, crawling, running, and reaching. Continuous use of corrected vision; depth 
perception, wide field vision, and color vision. Continuous use of auditory, olfactory and tactile 
senses. Occasional pulling to 150 pounds; pulling to 250 lbs. with 1 to 2 man assist; lifting to 150 
pounds; carrying up to 25 pounds. 
  
Work Conditions: 
 
Indoor office setting. Space is limited, air-conditioned environment. Occasionally required to be 
outdoors for travel, and can be exposed to variable weather conditions. Occasional inter-clinic 
travel. Occasional exposure to noise, moisture, noxious odors, and gases. Occasional exposure 
to dust, dirt, cold, biological and chemical agents. 
  
GENEROUS COMPANY BENEFITS: 

 Medical, Dental, & Vision Insurance 
 Company Paid Life Insurance 
 401k with Employer contribution 
 Employee Assistance Program (EAP) 
 Flexible Spending Account (FSA) 
 AFLAC 
 Paid Time Off (PTO) - 22.9 days per year 



 Continuing Medical Education (CME) 
 United PetCare Savings Program 
 Reimbursement of Professional License Fees 

The Children’s Clinic is an equal opportunity employer committed to a diverse and inclusive 
workforce. Applicants will receive consideration for employment without regard to race, 
color, religion, sex (including pregnancy), age, sexual orientation, national origin, marital 
status, parental status, ancestry, disability, gender identity, veteran status, genetic 
information, other distinguishing characteristics of diversity and inclusion, or any other 
protected status. 
  
External hires must pass a background check/drug screen. Qualified applicants with arrest 
and/or conviction records will be considered for employment in a manner consistent with 
federal and state laws, as well as applicable local ordinances, including but not limited to the 
Los Angeles Fair Chance Ordinances. 
 


