
 
 

MISSION CITY COMMUNITY NETWORK - JOB DESCRIPTION 
 

Job Title: Licensed Vocational Nurse (LVN) 
Department: Back Office  
Reports to: Registered Nurse / Director of Nursing 
 
Definition:   
The practice of an LVN is the performance of services requiring technical and manual skills 
acquired by means of course in an accredited school of vocational nursing, or it equivalent, 
works under the supervision of registered nurses or licensed physician. LVNs’ skills are 
developed in medical-surgical, maternity and pediatric nursing practice basic assessment (data 
collection), participates in planning, executes interventions  in accordance with the care plan or 
treatment plan, and contributes to evaluation of  individualized interventions related to the care 
plan or treatment plan. The LVN provides direct patient care by which the licensee performs 
basic nursing services, administers medication, applies communication skills for the purpose of 
patient care and education.  
 
Qualification:           

1. High School Diploma from an accredited school 
2. Satisfactory completion of a state approve program in vocational nursing 
3. Current license to practice in the state of California 
4. Speak English clearly and have ability to communicate with medical staff, parents, 

patients, as well as other health care professionals. 
5. Bilingual English/Spanish or threshold language of patient population. (preferred) 
6. Excellent interpersonal skills 
7. Current CPR 
8. Must have computer skills 32+ w.p.m 
9. Must be willing and able to work a varied and flexible schedule to accommodate the 

need of MCCN and its patients  
 

Supervises: 
Medical Assistants, Community Health worker, and other Unlicensed Assertive Personal as 
deemed appropriate by Director of Nursing. 
 
Responsibilities: 
Performs under the direction of the RN/Director of Nursing  

1. Must demonstrate the knowledge and skills necessary to provide appropriate care in 
regards  to the age of  patients served, have knowledge of the principles of growth 
and development over the life span (able to identify and categorize each patients age 
specific grouping of needs such as infant, adolescent, or geriatrics) 

2. Assists physician with examinations or special procedures as directed. 
3. Administer medications orally, topically, and by injection. 
4. Provide nursing services, including routine screening services (e.g. EKG, Hearing and 

Vision assessments and Immunizations.) 
5. Will be able to read, understand and carry  out  providers written  orders 
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6. Monthly Inventory of all medications (donated and purchased medications) 
7. Label all medications and stock up shelves in the Nursing station 
8. Print medication labels and make appointments for MCCN patients 
9. Will maintain and update inventory of all medications, order medications when 

needed from respective vendors via the internet, enter all medications into the system 
and label all medications, making  sure there are no expired medications in storage or 
nursing station  

10. Under the supervision of the Director of Nursing, will document and waste all expired 
medications as per protocol. 

11. Maintain, update and supervise documentation of  all required logs in the nursing 
station ( X-RAY,  Patients meds from pharmacy - receiving log and pick-up log, 
medications for credit, All prescription faxed to  pharmacy, contraceptive dispensing  
log, Sample log books etc.) 

12. Update  Emergency kits at all MCCN locations  every month ( some traveling 
required)  

13. Other responsibilities within scope of practice as deemed by the Director of Nursing 
 
PROFFESIONAL DEVELOPMENT 

1. Attend meetings and trainings as assigned by supervisor 
2. Communicate training needs to supervisor 

 
COMMUNICATION 

1. Interact with staff, Clients and their families in a professional manner 
2. Communicate empathically with cultural sensitivity to patients and staff 
3. Conduct self on  telephone conversation appropriately and as per MCCN policy 
4. Interact with outside agencies in an appropriate manner                                               (as 

an MCCN’s representative) 
 

WORKING ENVIRONMENT 
1. Maintain a physically safe and clean environment 
2. Reports unsafe condition to supervisor 

 
FISCAL RESPONSIBILITY 

1. Facilitates cost containment by efficient use of time, resources, equipment, supplies etc. 
 

PHYSICAL REQUIRMENTS: 
1. STANDING/WALKING: Up to 90% of the workday consists of stand/walking on tile 

and cement floors while performing LVN duties. 
2. SITTING: Up to 50% of the workday may be spent sitting answering the telephone, 

calling out prescriptions and referrals. 
3. LIFTING:  Lifting may include up to 25 lbs. in moving equipment or assisting disabled 

patients.  5% of the day involves lifting requiring a full range of motion. 
4. CARRYING: Up to 25% of the day may include carrying objects weighing up to 10 lbs., 

this may include carrying charts and equipment, and newborn babies for circumcisions. 
5. PUSHING/PULLING: Up to 5% of the day may require pushing or pulling equipment, 

drawers, carts and exam table stirrups. 
6. CLIMBING:  No more than 1% of the time may include climbing one flight of stairs. 
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7. BALANCING:  Up to 1% of the time may be required to use a footstool in retrieving 
supplies. 

8. STOOPING/KNEELING: Up to 5% of the workday are spent stooping or kneeling to 
open drawers and gathering equipment. 

9. BENDING: Up to 25% of the workday may be spent in bending at the waist picking up 
charts and assisting the clinician with procedures. 

10. CROUCHING/CRAWLING: None required. 
11. REACHING/STRETCHING: Up to 3% of the time may require reaching or stretching to 

retrieve equipment or medications on shelves. 
12. HANDLING:  Hand and wrist movement is required 50% of the workday in holding 

charts and supplies. 
13. FINGERING Up to 50% of the workday involves writing in the chart, receiving and 

sending messages and assisting the clinician in surgical procedures and tests. 
14. FEELING: Normal tactile feeling is required to perform all job duties, including taking 

pulses. 
15. THROWING: none required. 
16. TWISTING: Up to 5% of the day may be required in retrieving supplies or equipment. 
17. TALKING:  Average ability and fluency in English is required in communicating with 

patients, staff, and outside agencies, such as pharmacies and physicians' offices. 
18. HEARING: Average ability is required in answering the telephone and performing all job 

duties (particularly taking blood pressures and using a stethoscope). 
19. SEEING:  Average ability is required to read and follow instructions and assisting 

patients. 
 

MCCN expects all employees to respond to and participate in emergency situation   
 
EMPLOYEE ACKNOWLEDMENT: 
I have read my job description and understand its contents. I agree to perform the duties and 
responsibilities to the best of my ability. If at any time I have questions about its contents, I will discuss with 
my supervisor any clarification. I have received a copy of this job description and understand that it will be 
used to evaluate my performance both on an ongoing basis and at regular intervals. 
 
 
________________________________  _________________________  _____________ 
Employee Name (Print)     Signature    Date 
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