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TITLE Nurse Supervisor, RN DIVISION/WU  Clinical Services (All Sites) 

REPORTS TO Director of Nursing STATUS Exempt 

WORK SAFETY  Clinical Services – Medical/Dental PAY GRADE    

DATE ISSUED 03/2019  REVISION DATE   

 

POSITION SUMMARY 

Responsible for: 

Providing oversight for administrative clinical nursing services in an ambulatory care setting. Continuously evaluates and monitors 
clinic flow to ensure an efficient patient visit.  

 

Responsible for: 

 Ensuring effective patient flow, a high quality of nursing care and compliance with clinic policies, and government regulations. 

 Provides leadership and guidance to nursing and support staff at the clinic site with integrity and professionalism.  

 Assist in quality assurance and quality improvement programs in the nursing and ancillary support areas. 

 Monitors compliance with clinic policies, and regulatory requirements.   

 Provides oversight of the clinical operational quality assurance program.   

 Monitors cost effective ordering of supplies, adherence to emergency procedures, and infection control. 

 Assists in the training of staff. 

 Addresses any personnel issues to promote a productive and supportive work environment. 

 Collaborates with interdisciplinary teams and other stakeholder in order to develop, implement and evaluate clinic programs 
and services. 

 Applies evidence-based healthcare practices and nursing standards 

 Reviews patient and staff data to measure the effectiveness of patient care. 

 Fosters effectively communicating among members of the patient care team and others across the Clinic to coordinate a 
smooth and timely clinic flow for patients and clinicians to achieve Patient Centered Medical Home (PCHM) goals. 

 

 

Essential Functions 

Supervises nursing staff at the site, ensuring the highest quality care in accordance with clinic’s mission and values. 

1. Collaborates with the Director of Nursing and other members of the management and nursing team to effectively manage patient 
flow throughout the clinic; takes action(s) necessary to maintain smooth patient flow and informs clinicians regarding issues 
affecting the ability to deliver timely patient care within industry standards. 

2. Participates in the planning, development, delivery, evaluation and systems improvement process of the delivery of patient care; 
recommends changes as needed.  

3. Oversees maintenance of a working environment that assures effective, efficient, safe operation of the clinic site and a 
comfortable and therapeutic environment for patients and their families. 

4. Identifies training needs of staff and collaborates with Director of Nursing to develop and implement appropriate training 
programs and opportunities to ensure a skilled and knowledgeable staff.    

5. Provides feedback, mentors staff, and helps contribute to staffs professional development. 

6. Performs direct nursing patient care including patient assessments, triage, and other nursing clinical duties that include 
assessment, and clinical management.   

7. Attends all staff functions as required by the Director of Nursing. 

 

POSITION DESCRIPTION 
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8.  Other duties as assigned. 

 

Patients Services: Ensure that patients/clients receive quality, timely, professional services in accordance with Clinic’s mission and values.  

1. Maintain an operating environment that assures effective, efficient, safe operation of the clinic and respond to the 
patients’ and clinicians’ needs. 

2. Maintains a systems for expeditious communication of patient information within the clinic including responsiveness to 
patient calls, incoming reporting of abnormal laboratory results, and patient transfer information. 

3. Observe and change (as necessary) staff time schedules to ensure appropriate availability to meet clinical operational needs. 

4. Provides hands on nursing and clinical support to health care practitioners as needed.  

5. Performs case management duties to ensure uneventful transfers of care in complex situations.  

6. Perform patient follow ups for hospital admissions and/or Emergency Room visits. 

7. Acts as clinical liaison for between managed care organizations and the clinical site. 

8. Perform triage of patients as applicable within scope of practice.  

9. Take action(s) necessary to maintain smooth patient flow and inform Clinicians regarding issues affecting the ability to deliver 
timely patient care within industry standards. 

10. Maintain a safe, comfortable and therapeutic environment for patients/families in accordance with Clinic’s standards.   

11. Support and participate in continuing education and other appropriate experiences to improve professional competence. 
Provides patient nursing visits as part of the patient care plan and aligned with the needs of the patient care team. 

 

Compliance: Ensures nursing services at the site comply with regulatory agency requirements, contractual obligations and funding sources.  

 Performs functions, duties and services in compliance with regulatory agencies, contractual obligations and funding sources such 
as CHDP, EWC, Medi-Cal, FPACT, and Managed Care. 

 Oversees the maintenance of records/documents in accordance with clinic nursing policies and procedures, contractual 
obligations, regulations and funding sources. Implements policies and procedures to ensure nursing practices are in full 
compliance with governmental regulatory requirements. 

 Monitors strict adherence to universal precautions as established by the Center for Disease Control and Prevention, Occupational 
Safety and Health Administration, DHS/OA and clinic standards.  

 

Communications and Problem-Solving: Ensures effective, professional communications within and outside of the Clinic setting and effectively 
resolves problems relating to the provision of nursing services at the Clinic site: 

 

1. Communicates effectively with all levels throughout the clinic and the specific site by consistently utilizing and facilitating effective 
strategies to encourage collaborative problem solving and decision-making. 

2. Communicates effectively with direct reports the goals and strategic plan of the clinic and medical team. 

3. Assesses and processes concerns and issues from clinic staff and direct reports pertaining to the function of the clinic and 
acts in the best interest of the organization to make improvements. 

4. Creates and maintains effective interpersonal relationships with all employees; keeps employees informed of changes which 
may affect the work environment.  

5. Troubleshoots difficult problems or situations and takes independent action to resolve them.  

6. Through teamwork and accountability exhibits behaviors and attitudes of courtesy and respect for all staff at the Clinic in 
accordance with its mission and values.  

7. Establishes and maintains effective and positive working relationships with representatives of outside agencies, government 
entities, vendors, as well as clinicians, volunteers and staff; represents the clinic site when appropriate. 

8. Ensures patient/client confidentiality; demonstrates complete discretion when discussing patient information. 

 

Human Resources: Ensures appropriate and quality staffing, performance management and employee relations:  

Staffing  

1. Supervises nursing administrative functions of support staff, medical assistant externs and/or volunteers to ensure they are 
knowledgeable about their duties, are provided the necessary tools to perform their jobs and receive appropriate training 
and guidance as needed. 
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2. Collaborates with the Direct of Nursing and participates in hiring new employees in accordance with Clinic policies and 
procedures. 

3. Ensures appropriate staffing levels; anticipates changes in staffing needs and coordinates staff schedules when shortages 
exist. 

 

Performance Management  

1. Performs periodic appraisals and develops regular performance objectives to ensure growth and development of direct 
reports. 

2. Conducts/documents disciplinary actions and/or counseling sessions according to clinic policies and procedures and in 
consultation with Human Resources and the Director of Nursing. 

 

Other 

3. Maintains working knowledge of community clinic operations through reading, participation in seminars and other 
educational opportunities and personal contacts/professional memberships in the field; ensures timely completion of 
continuing education required to maintain licensure.    

4. Participates as a member of the site’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.   

 

Secondary Duties 

 As a supervisor, the incumbent may be expected to assume responsibility for projects, outside of daily responsibilities. 

 May perform any or all of the duties of a registered nurse.  

 Performs related duties as assigned by clinicians or supervisor. 

 

Patient Center Medical Home 

Assist in providing oversite in Saban’s Patient Centered Medical Home Model by providing staff oversight in: 

 Ensure staff are prepared and following steps to help ensure timely patient visits (i.e. Dance Steps). 

 Ensure staff are following chart preparation guidelines set forth by the Saban Organization. 

 Ensure staff are following care team communication protocols. 

 Ensure staff are performing robust confirmation calls. 

 Ensure staff are using admistrative time efficiently: 

- Laboratory Order Reconciliation 

- No Show follow up calls 

- Reviewing and managing care team schedules  (Scrubbing & Raking)  

 Ensure staff have and are using tools set in place by Saban to effectively manage clinic flow (i.e. Walkie-talkies, timer, watch) 

 

 

 

Physical Activity  

Performs all or some of the following tasks during the workday: reading, writing/typing, speaking, listening, sitting, standing, walking 
and driving.  

When/If performing patient care: 

 May occasionally lift/carry items weighing up to 50 pounds.   

 Will perform duties requiring a full range of body motion including handling and lifting patients,  

 Will utilize manual dexterity and eye-hand coordination.   

 Will experience frequent exposure to potentially infectious agents, communicable diseases, toxic substances, medicinal 
preparation and other conditions common to a physician's office.   

 Will need normal/corrected vision and hearing to within normal range.  

 May work under stressful conditions and/or work irregular hours. 
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Equipment Used: Standard office equipment such as telephone, computer, printer, fax and copy machine. Will be required to visit other 
clinic or community locations via personal vehicle or public transport on an occasional basis. If working in patient care, the incumbent will 
use various personal protective clothing and equipment and utilize the full range of items associated with medical care in an outpatient 
clinic.  

Position Requirements: These 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 incumbent must have: 

A valid RN license issued by the State of California. Must be a graduate of an accredited school of nursing w/a valid, current CA 
Registered Nurse license to practice 

Be able to communicate tactfully and empathetically, with cultural sensitivity; with staff and patients. Fluently bilingual Spanish + 
English required, oral and written communication skills demonstrated in both languages. 

Two years clinical experience as a Registered Nurse, with a minimum of one year of experience in the clinical area assigned. 

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 growth and development over the life span. He or she is able to identify 
and categorize each patient’s age specific grouping of needs, such as those for infant, adolescent, adult or geriatric patients 

Prior administrative and supervisory experience in an outpatient family practice, internal medicine, pediatrics clinic.  Working 
knowledge of direct outpatient care and management methods and practices in a community clinic setting or similar health care 
facility and manage clinic nursing services to achieve the delivery of efficient, quality patient care services.   Prior experience in a 
similar setting is preferred. 

Basic knowledge of local, state and federal regulations relating to care of patients in a clinic setting; and prior experience with 
county, state and federal programs such as CHDP, FPACT, EWC, Medi-Cal, Managed Care, and Title X is preferred. 

Demonstrated supervisory skills of at least 5 employees working in various functions in a medical office/ clinic. 

Knowledge of common safety hazards and precautions sufficient to establish a safe work environment. 

Demonstrated ability to perform assigned responsibilities with minimum supervision; to maintain quality control standards; to 
interpret, adapt and apply guidelines and procedures.   

Skill in identifying problems and recommending solutions in a clear, concise and proactive manner, including recognition and 
resolution of costly errors.   

Strong verbal and interpersonal skills sufficient to make presentations. 

- Ability to develop and maintain cooperative relationships with staff members, patients and clinicians and work as a member 
of a multi-disciplinary team.  

- Proficient computer skills, including Microsoft Office (specifically Word and Excel)  

-  Experience with electronic medical records, preferred 

- Demonstrated ability to follow set routines and be alert to variations and make decisions accordingly.  

- Ability to maintain organized and accurate records. 

- The flexibility to deal effectively with changes in work schedules and sites. 

Demonstrated ability to set priorities and organize work responsibilities to insure completion of assigned tasks within agreed upon 
time span. 

General computer skills in Microsoft Office programs (Word, Excel, etc.) and patient medical record system. 

Current California driver’s license and State-required insurance when using personal vehicle on clinic business and a driving record 
acceptable to the organization and/or its insurance carrier.  

Demonstrated sensitivity to relate well with individuals from diverse cultures and lifestyles. 

Willingness to commit to the philosophy and goals of the Saban Community Clinic. 

The incumbent must be able to perform this job safely, without endangering the health or safety of him/herself or others. 

 

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 the Clinic’s needs. Nothing in this position description is intended 
to create a contract of employment of any type.  Employment at The Saban Free Clinic is strictly on an at-will basis. 
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 Employee Name (Please Print) 
 
 
 
 

 Employee Signature  Date 

 

 

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

 Human Resources Representative (please print) 

 

 

 

 Human Resources Rep. Signature 

 

 Date 

 
cc:  Incumbent 
 Employee’s File 
 Supervisor 

 

 

 

 

 


